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Introduction and Overview Workflow

Workflow capabilities enable you to efficiently automate the flow of information throughout your
enterprise, crossing both application and functional boundaries.

EmpowHR workflow technology consists of a powerful set of tools that enables you to automate
time-consuming business processes and deliver the right information to the right people at the
right time.

You can merge the activities of multiple users into flexible business processes to increase
efficiency, cut costs, and keep up with rapidly changing customer and competitive challenges.

Many of the tasks that you perform througout the day are part of larger tasks that involve several
steps and several people. For example, when you hire an employee, you are really initiating an
approval process; someone else reviews the hire and either approves or denies it.

If the hire is approved, additional information is sent to the processor. If it is denied, notification
is sent back to the person who submitted the original request to hire. The term workflow refers to
this larger process.

Using EmpowHR workflow technology requires you to define, step by step, your business
processes. The first step in implementing your workflow application is determing the business
rules of your organization.

This step involves taking fluid, subtle, and sometimes controversial practices and defining
explicit rules of operation. The trick to this step is in walking a tightrope: your business rules
must be specific enough to give you a solid understanding of your project goals, but not so
specific that they predefine a single solution -- one the might be imporssible to implement, or that
does not provide needed flexibility.

Lesson 1: Hire Workflow
The new hire workflow is used to create a manageable hiring process. Creating workflow for the

process of hiring new employees simplifies your procedures. It also enables your staff to monitor
their individual workloads, and there is no second guessing your approval process.

Initiator

This topic demonstrates the Initiator hiring workflow.
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WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthaorized
access or use of this computer system may subject violators to criminal, civil, andfor administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING

User ID: MM178690

Password:

SignIn
Did you forget your password?

| Brivacy Policy | Non-Discrimination Ststement | USA.gov | White House

Done

€ Internet | Protected Mode: On

#100%

Action

Click the Sign In button.

Once you log in your name will appear at the top of the page.
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Menu
Search:

®

[+ My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

> HR Reports

[ Payroll Processing

[ Workforce Administration

(- Manage Performance

- Non-Employee Processing
[ Workforce Development

[ Organizational Development
[ EmpowHR Setup Tables (HD)
> EmpowHR User Security (HD)
[> Set Up HRMS

[- Waorklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

2 =2

Home Worklist Add to Favorites Sign out

Done

€ Internet | Protected Mode: On #100% ~

Step Action

Click the PAR Processing link.
[ PAR Processing|

Click the Hire Employee link.
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Search:

> My Favorites

> Employee Self Service

= PAR Processing
— Update Reports To
— Mass Repors to Update
— Address Processing
- Adiudication Information
- HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions
— Deparimental Transfer
— Employee Security

Clearance

[» Position Management

[> Payroll Documents

[» HR Reports

[ Payroll Processing

[ Workforce Administration

[> Manage Performance

> Non-Employee Processing

> Workforce Development

[> Organizational Development

> EmpowHR Setup Tables
(HD}

> EmpowHR User Security
(HD)

[ Set Up HRMS

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

New Window | &,
Hire Employee USF
Add a New Value

EmpliD: MEW
EmplRed Nbr: 0

Add

Done

€ Intemet | Protected Mode: On H100% ~

Action

Click the Add button.
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Search:

> My Favorites

Clearance

[» HR Reports

(HD}
(HD}

[> Set Up HRMS
[> Worklist

— My Dictionary

> Employee Self Service
= PAR Processing

— Update Reports To

— Mass Repors to Update

— Address Processing

- Adiudication Information

- HR Processing

— Update Applied Action

— Correct Applied Action

— Cancel Applied Action

— Create New Oprid

— Emplovee Password Resel|
— Mass Actions

— Deparimental Transfer

— Employee Security

[» Position Management
[ Payroll Documents

[ Payroll Processing

[ Workforce Administration
[» Manage Performance

> Non-Employee Processing Print SE-5
> Workforce Development

[> Organizational Development
[ EmpowHR Setup Tables

> EmpowHR User Security

> Reporting Tools

— Change My Password
— My Personalizations
— My System Profile

— EmpowHR Documentation

Viorklist Add to Favorites Sign out

New Windaw | Customize Page | 1,

®

 DataControl {_PersonalData °  Jeb  j* Position | G

v

Empl Red Hbr:

1Y

2 BenefitData |

EmplIID:  NEW

Data Control

Effective Date: ||

Effective Seq
Auth Date

Go To Row)

Transaction Status

Proposed Effective Date:
InProgress
0112212008 B Contact Emplid:

*Action: HIR

a

PAR Status:
Agency Type

INH Q. on INIto Medical
Federal

Hire
*Reason Code: T
NOA Code:

Authority (1):

Authority (2):

L e L 0

El

NTE Date:

Print SF-52

PAR Request #

PAR Remarks  Award Data  Tracking Data Justification

GPPA Website

Add Attachment:

ESave| Emmify| & Previous tab | 3 Next tab

Data Control | Personal Data | Job | Position | Compensation | Emplovment 1 | Emplovment 2 | Benefit Data

[ [ ] +

Done

€ Intemet | Protected Mode: On ® 100%

Action

Enter the desired information into the Effective Date field. Enter a valid
value e.g. "01042009".

Press [Tab].

Click the Look up Reason Code (Alt+5) button.
[&]

5|Page




EMPO

wHR

SOLUFIONS
FRIE TR TU PATIRS

Training Guide

Search:

> My Favorites

> Employee Self Service

= PAR Processing
— Update Reports To
— Mass Repors to Update
— Address Processing
- Adiudication Information
- HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions
— Deparimental Transfer
— Employee Security

Clearance

[» Position Management

[ Payroll Documents

[» HR Reports

[ Payroll Processing

[ Workforce Administration

> Manage Performance

> Non-Employee Processing

> Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD}

> EmpowHR User Security
(HD)

[> Set Up HRMS

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

Look Up Reason Code

Cancel

Search Results

=
5l

&
D

=
55l

&
D

=
5l

&
55l

=
&5l

&
Bl

EISEEE [ E
FEEEE 2
FEEREERE

Sign out

New Window | &

190f8
Descrip!
Conversion Hire
Excepted Service
Permanent Position
Seasonal

Term Appointment
Temporary Appoiniment
Trainee

Vice

Transfer from Agency

€ Intemet | Protected Mode: On H100% ~

Step Action

Click the NPS link.

[Eederal

HIR MPS

Permanent Position |
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Search: New Window | Customize Page | /&,

®

 DataControl {_PersonalData °  Jeb  j* Position | G )i 17 2 BenefitData |

> My Favorites
> Employee Self Service
I~ PAR Processing EmplD:  NEW Empl Rcd Nbr: 0

Hire Employee

Update Reports To
— Mass Repors to Update " . ~ . 0110412000 GoTo Row
_ Address Processing Effective Date: [01/0412009 Proposed Effective Date: ] GoToRow|
- Adiudication Information Effective 1 Transaction Status InProgress
- HR Processing sed
~ Update Applied Action Auth Date 0112212009 BV contact Emplid: @
— Correct Applied Action O
— Cancel Applied Adlion “Action: Hire PAR Status:
— Create New Oprid . . nps Federal A
— Emplovee Password Reset] Reason Code: NPS Q. permanent Position Agency Type
— Mass Actions Q
— Deparimental Transfer NOA Code:
— Emplovee Security N .

Clearance Authority (1): Q

[> Position Management i . Q
[> Payroll Documents Authority (2):

I HR Reports NTE Date: [ paRRequest#

[ Payroll Processing

[ Workforce Administration M‘ PAR Remarks ~ Award Data  Tracking Data Justification

[> Manage Performance

> Non-Employee Processing p

> Workforce Development

[> Organizational Development

I EmpowHR Setup Tables a0d Amachment|
(HD}

> EmpowHR User Security
(HD)

> Set Up HRMS B Savel [=] Notify | Previous

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

INH Q. on INIto Medical

GPPA Website

=% Next tab

Data Control | Personal Data | Job | Position | Compensation | Emplovment 1 | Emplovment 2 | Benefit Data

[ [ ] +

Done € Intemet | Protected Mode: On H100% ~

Step Action

10. Click the Personal Data tab.
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Viorklist

Add to Favorites

Search: New Window | Customize Page | /& *
My Favorites / DataControl " PersonalData | Job | Position | © )i 17 2 BenefitData |
> Employee Self Service
I~ PAR Processing EmplD:  NEW Empl Rcd#: 0
— Hire Employee
= Update Reports To Personal Data Find | View Al First [4 1 0t 1 [¥] Last
Iass Reports to Update Effective Date: 01/04/2008 Transactiont /Seq 1 PAR Status:  On INIto Medical
55 Processinc ’ FE
dication Information NOA Code: Action Type:  Hire Empl Status:  Active
First: Middle:
Last: Suffix: A
— Mass Actions .
— Deparimental Transfer Name:
— Employee Security Pref First Name E
Clearance
[» Position Management B
[ Payroll Documents @ Female
> HR Reports Gender: < “Country: United States
[ Payroll Pracessing Draft Status: Citizenship: 1Q US Citizen/Maturalization
[> Workforce Administration B . [5) ’
Date of Birth:
[» Manage Performance
1> Non-Emplayee Processing Disability Code: 95 X No Handicap RNO: Q
> Workforce Development
[> Organizational Development Date of Death:
[ EmpowHR Setup Tables
(HD)
> EmpowHR User Security
(HD)
I Set Up HRMS [C] Hispanic [Z] Native American [Tl Asian [T] African American ["]Hawaiian Pacific Islander [Clwhite
[> Worklist
> Reporting Tools
— Change My Password L4
— My Personalizations
— My System Profile Additional Birth Info Address Info Phone Nbrs Veterans Info Marital Info Education Details
— My Dictionary
Lo Country: USA @ “Type/Description: PR ~ SSH:
Done & Intemet | Protected Mode: On H100% ~

Step

Action

11.

Enter the desired information into the SSN field. Enter a valid value e.g.
"502413999".

12.

Enter the desired information into the First field. Enter a valid value e.g.
"Kenneth".

13.

Enter the desired information into the Middle field. Enter a valid value e.g.
"J".

14.

Enter the desired information into the Last field. Enter a valid value e.g.
"Hankerson".

15.

Enter the desired information into the Pref First Name field. Enter a valid
value e.g. "Hank".

16.

Click the Male option.

17.

Enter the desired information into the Date of Birth field. Enter a valid
value e.g. "01201978".

18.

Press [Tab].

19.

Click the Address Info link.

8|Page
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Search:

> My Favorites
> Employee Se
'~ PAR Process

(HD)
> EmpowHR U:
(HD)

[> Worklist

— My Dictionary

Evieow E TR

— Hire Employee

— Update Reports To PAR Records will not be marked Ready if you Edit or Insert an Address Record.
— Mass Repors to Update

Prace

dicatior mation

— Mass Actions

&
— Deparimental Transfer Address 1: | Address 1:
- oyee Se y

Emplovee Securl, Address 2: Address 2:

Clearance

[» Position Management Address 3: Address 3:

[ Payroll Documents

[» HR Reports

[ Payroll Processing State: State:

[» Workforce Administration X ’7

> Manage Performance Zip Code: Postal Code

> Non-Employee Processing County: -Other:
> Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables

[ Set Up HRMS

> Reporting Tools

— Change My Password
— My Personalizations
— My System Profile

— EmpowHR Documentation

Worklist Add to Favorites

New Window | Customize Page | &,

®

Enter Address Information

If Service

ing | EmplD:  NEW |

[Address Information Find First [1] 1 o1 [} Last

Effective Date: 4 Q

Transaction Status: | IN Progress

0Cess|
n Infor

Record Origin: HR Entered Online

Only Enter If Not Using Direct Deposit

City: Q City: Q

County:
Country:  |USA @ United States Country: USA © United States

ser Securi
ty OK Cancel

Done

& Internet | Protected Mode: On %100% ~

Step

Action

20.

Enter the desired information into the Address 1 field. Enter a valid value
e.g. "123 Lost Lane".

21.

Enter the desired information into the Address 2 field. Enter a valid value
e.g. "Bldg3".

22.

Press [Tab].

23.

Enter the desired information into the Address 3 field. Enter a valid value
e.g. "Apt101".

24.

Enter the desired information into the City field. Enter a valid value e.g.
"New Orleans".

25.

Press [Tab].

26.

Enter the desired information into the Zip Code field. Enter a valid value
e.g. "70101".

27.

Click the OK button.
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ites Sign out

Search: New Window | Customize Page | &,

@ Data Control | PersonalData {__ Job  j* Position | G )i 17 2 BenefitData |

> My Favorites

> Employee Self Service

- PAR Frocessing EmplD:  NEW EmplRed# 0
— Update Reports To
— Mass Reports to Update Effective Date: 01/04/2008 Transactiont /Seq 1 PAR Status:  On INIto Medical
— Address Processing
- Adiudication Information NOA Code: Action Type:  Hire Empl Status:  Active
- HR Processing
— Update Applied Action
- Correct Applied Action
— Cancel Applied Action First: KENNETH Middle: J
— Create New Oprid
— Emplovee Password Resel|
~ Mass Adions Name: HANKERSON, KENNETH J
— Deparimental Transfer
— Employee Security Pref First Name Hank

Clearance

[» Position Management B

[ Payroll Documents @ Male Female

I» HR Reports Gender: - <

[> Payroll Pracessing Draft Status:

[> Workforce Administration *Date of Birth:  01/20/1978 [

[» Manage Performance

DB S G O U Disability Code: 05 A po Handicap RHO:

> Workforce Development

[> Organizational Development Date of Death:

[ EmpowHR Setup Tables
(HD}

> EmpowHR User Security
(HD)

[ Set Up HRMS

[> Worklist

> Reporting Tools

— Change My Password L4

— My Personalizations B .

— My System Profile Additional Birth Info Address Infd Phone Nors Vsterans Info  MaritalInfo  Educalion Details

— My Dictionary

Personal Data

Last: HANKERSON Suffix: -

m

*Country: USA United States
Citizenship: 1Q US Citizen/Naturalization

[CIHispanic [] Mative American [ Asian [T African American [Tl Hawaiian Pacific Islander [C white

Country: USA O *Type/Description: PR - SSH: 502413999

& Intemet | Protected Mode: On H100% ~

Step Action
28. Click the Job tab.

I EEE—————————————————
10|Page
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Worklist Add to Favorites Sign out

Ee TRy

Search: New Window | Customize Page | & =

®

[ DataControl | PersonalData | Job | Posiion  Gi Y 1 ) 2 | BenefitData |

> My Favorites

> Employee Self Service

I~ PAR Processing .

Empll:_KEW
— Update Reports To
~ Mass Reports to Update Effective Date: (01/04/2009 Transaction# /Seq 1 PAR Status:  On INI o Medical
— Address Processing HE
- Adiudication Information NOA Code: Action Type:  Hire Empl Status:  Active
- HR Processing
:—ngaf:t;:: }:Zg:mg Position: Q .- - Position Management Record
- Cancel Applied Adtion Refresh Fosition Data Position Override
— Create New Oprid
— Emplovee Password Resel| Job Code: - -
— Mass Actions
— Deparimental Transfer
— Employee Security

Clearance

[» Position Management

[> Payroll Documents Agency: Losing/Gaining Dept.: aQ

[» HR Reports

[ Payroll Processing Sub-Agency:

[ Workforce Administration

[ Manage Performance Business Unit: GPO Government Printing Office

> Non-Employee Processing Department:

> Workforce Development )

[> Organizational Development Location: Departmental Hierarchy

[» EmpowHR Setup Tables ~ Detail
(HD) Tax Location: FY: X

I» EmpowHR User Security NFC Job Infomation
(HD)

[ Set Up HRMS

[> Worklist

[» Reporting Tools Previous Sub-Agency Q

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

EmplRed#: 0

m

Previous Class Action -

Done & Internet | Protected Mode: On H100% -

Step Action

29, Enter the desired information into the Position field. Enter a valid value
e.g. "90376918".

30. Click the Save button.

11|Page
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Sign out

Frme Position: 90376918 O kx- 4401- 05 PPW(RECEIING & Position Management Record Saved *
® DISTRIBUTION)

[> My Favorites Refresh Position Data [ position override

> Employee Self Service
I~ PAR Processing Job Code: 179020 K- 4401- 06 PPW(RECEIVING & DISTRIBUTION)

— Update Reports To
— Mass Repors to Update
— Address Processing
_ Ax—ad}:{u;rlocggggi:ﬂngfarmanon Agency: LP Government Printing Office Losing/Gaining Dept.: Q
— Update Applied Action Sub-Agency: LP Government Printing Office
— Correct Applied Action
~ Cancel Applied Action i Unit: GPO Government Printing Office
— Create New Oprid
- Employee PasswordResef]  Department: ' wingows Internet Explorer I 8 ==
— Mass Actions
— Deparimental Transfer
— Employee Security Tax Location:
Clearance
[» Position Management .
[ Payroll Documents
[I* HR Reports Previous
[ Payroll Processing N _
> Workforce Administration Previous S} oK .
[> Manage Performance
> Non-Employee Processing
> Workforce Development
[> Organizational Development
> EmpowHR Setup Tables
(HD} L4
> EmpowHR User Security
(HD)
[ Set Up HRMS
[> Worklist
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

Departmental Hierarchy
Detail
MFC Job Infomation

Location:

n

This request has been entered into workflow (399999,3999)

Done & Intemet | Protected Mode: On H100% ~

Step Action
31. Click the OK button.

32. Click the OK button.
o |

I EEE—————————————————
12|Page
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Ee TRy

Search:

> My Favorites

> Employee Self Service

I~ PAR Processing Job Code: 179020 K- 4401- 06 PPW(RECEIVING & DISTRIBUTION)
~ Hire Employee
Hire Employee Master RCD# 40530

— Update Reports Ta .
— Mass Reports to Update
— Address Processing

— Adjudication Information

- Update Applied Action Sub-Agency:  LP Government Printing Office
- Correct Applied Action

Worklist Add to Favorites Sign out

Position: 0376918 | - 4401- 05  PPW(RECENVING & Position Management Record
) DISTRIBUTION)

NEC Position# 01658221 Refresh Position Data I position overrise

Agency: LP Government Printing Office Losing/Gaining Dept.: Q

Clearance
[» Position Manag

> HR Reports
[ Workforce Admi

> Non-Employee

(HD}
(HD}

[ Set Up HRMS
[> Worklist

— My Dictionary

— Cancel Applied Adtion Unit: GPO Government Printing Office
— Create New Oprid
— Emplovee Password Reset| Department: 938457 CONGRESSIONAL PRTG MGMT DIV LP1542000000000000

— Mass Actions
— Deparimental Transfer
— Employee Security Tax Location: FY: 2009 Detail

[ Payroll Documents

[ Payroll Processing

[> Manage Performance

> Workforce Development

[> Organizational Development
[ EmpowHR Setup Tables

[- EmpowHR User Security

> Reporting Tools

— Change My Password
— My Personalizations
— My System Profile

— EmpowHR Documentation

Location: 110010001 ,DC Departmental Hierarchy

n

NEC Job Infomation
ement

Previous Class Action -
inistration Previous Sub-Agency Q

Processing

€ Internet | Protected Mode: On #100% ~

Step Action
33. Click the Sign out link.
| Sign out

34.

This completes Initiator workflow.
End of Procedure.

Medical

This topic demonstrates medical workflow.
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WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by autherized personnel. Unauthorized
access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether autherized or unauthorized, constitutes consent to these terms.

WARNING

UserID: EU178742

Password:

Did vou forget your password?

<sibility Ststement | Privacy Policy | Non-Discrimination | USA.cov | White House

7emd=login&languageCd=ENG € Intemet | Protected Mode: On H100% ~

Step Action
1. Click the Sign In button.

l4|Page
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Menu
Search:

[+ My Favorites

[ Warklist

— Wy Dictionary

> Employee Self Service

> PAR Processing

[- Workforce Administration

[ EmpowHR Setup Tables (HD)

> Reporting Tools

— Change My Password
— Ly Personalizations
— M System Profile

— EmpowHR Documentation

oW T

2 =2

®

Home Worklist Add to Favorites Sign out

Done

(58 € Internet | Protected Mode: On #100% ~

Step

Action

Click the Worklist link.
| woriist |

15|Page
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e A 1O KATIRA

Home ‘Worklist Add to Favorites Sign out
Search: New Window | Customize Page | /&,
P % i Worklist for EU178742: Erica Underdown
> Employee Self Service -
> PAR Processing
[ Workforce Administration - . -
> EmpowHR Setup Tables Work List Filters:
g e
= worklist HER.
Proposed
Eroi Date From Work ltem Worked By Activity Effective  Org Structure Priority Link
- Date
— MNavigator
I Reporting Tools BRYANTEMILY T 01/16/2009 "MU31OT APPIOVEd o yge iEDICAL OFFICER  01/25/2009 LP1402001500000000 v LELE.IE
— Change My Password sendto Med 2009-01-2¢
— My Personalizations ROSEMARIE L Initiator Approved ~ LB LP.TE!
[pmEn A 01/162009 NI ASPIVED GPO HIRE MEDICAL OFFICER 020112009 LP2534004741490000 ENERE
— v Dictiona Initiator Approved LP.LP. MA|
- EmpowHR Documentation MARILYN F HOORE 01/22/2009 118" #9P10Ved Gpo |IRE MEDICAL OFFICER  01/0412009 LP2534004632200000 - L
WARILYN F MOORE 0112212009 "MU1OT APPIOVEd by yne EDICAL OFFICER  01/04/2009 LP1542000000000000 ~ LELEKE
send to Med 181045, 0
% Refresh
Main Content
‘ i ]
Done & Intemet | Protected Mode: On H100% ~

Step Action

3. Click the Scroll Bar.
[ e—
4, Click the LP, LP, KENNETH HANKERSON, 181045, 0, 2009-01-04, 11,

link.

LP. LP. KENMETH HAMKERSOMN
181045, 0, 2009-01-04. 11
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Workflow Government Printing Office

Search:

> My Favorites

> Employee Self Service

> PAR Processing

[ Workforce Administration

> EmpowHR Setup Tables
(HD)

= Worklist

Workl

orklist Details
avigator

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

- EmpowHR Documentation

Data Control

Job

Hom: Worklist

New Window | Customize Page |

HANKERSON,KENNETH J

EmpID:

181045

Effective Date: 4i2009 Proposed Effective Date: | 01/04

Effective Seq

Auth Date e Contact Emplid:

*Action: HIR Hire PAR Status:

*Reason Code: Permanent Position Agency Type

NOA Code:

Authority (1):

Authority (2):

NTE Date: PAR Request#

M‘ PAR Remarks
GPPAWebsite

_Agd Attachment|
=] Savel ] View WDrkI'Bll 3 Previous in Worklist s Fre

Empl Red Nbr: -

Transaction Status InProgress
INH Q- onNIto Medical
Federal
Award Data  Tracking Data Justification

Nmtahl Upuatemsmay| 2 Include History | 57

Data Control | Job

.

] b

Done

€ Internet | Protected Mode: On

H10% -

Step

Action

5. Click the Look up (Alt+5) button.

=
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Viorklist Add to Favorites

Search:

® New Window | &

> My Favorites

I: Employee Self Service Cancel

> PAR Processing

[ Workforce Administration

> EmpowHR Setup Tables
(HD} Search Results

= Worklist 1-2of2

orkl WV gress Status Short Descripf
Worklist Details MED MED APP
— Navigator RTM Return INI
> Reporting Tools
- Change My Password
— My Personalizations.
— My System Profile
— My Dictionary
— EmpowHR Documentation

javascript: submitAction_ win(document.wind, ICRow0"); € Intemet | Protected Mode: On H100% -

Step Action

6. Click the MED APP link.
MED WED APP
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e el Workflow Government Printing Office

Home Viorklist Add to Favorites Sign out

Search: New Window | Customize Page | /&,

I My Favorites PAR Tracking Data

> Employee Self Service

> PAR Processing

[ Workforce Administration
3 (E':r||3;>)anRSetup Tables Effective Date:  01/04/2009 Transaction #/ Sequence: 11 Transaction Status: InProgress
= Worklist Action: HIR  Hire PAR Status:  MED On Approve Ta Security Officer
Reason Code: NP3 Permanent Position

NOA Code:

t
Havioator
pTTrg D 1 —

— Change My Password
_ My Personalizations Track Seq# 2 Action Taken 01/22/2009 PAR Status WED UserlD EU178742  UNDERDOWN ERICAK

— My System Profile Comments: |
— My Dictionary
- EmpowHR Documentation 1

&

 Track Seq# 1 Action Taken 01/22/2009  PAR Status INH UserlD MM172690 WMOORE MARILYMN F
Comments: |New Efidt Row Inserted: —= EMPLID (NEW to 181045"), EFFDT (2009-01-22" to "2009-01-04'), EFFSEQ (171), DEPTID  »
('9384577), JOBCODE (179020°), POSITION_NBR (90376918), GVT_EFFDT ('2008-01-04"), GVT_EFFDT_PROPOSED (=
(2009-0 3 R (1), SEQ (1] ED (1 GENCY

OK Cancel

EmpliD: 181045 Empl Red#: 0

Done € Intemet | Protected Mode: On H100% ~

Step Action

7. Enter the desired information into the Comments field. Enter a valid value
e.g. "TEST".

8. Click the OK button.
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Add to

ites Sign out

Search: New Window | Customize Page | /&,

© My Favorites Data Control Job

> Employee Self Service
[> PAR Processing HANKERSON, KENNETH J EmplD: 181045 Empl Red Nbr: @
[ Workforce Administration
> EmpowHR Setup Tables

v\f:i:usl Effective Date: |01/04/2008 Proposed Effective Date: ETESE
Effective Seq | 1| | 1 Transaction Status | INProgress
- Navigator Auth Date 112212008 Contact Empiid:
IE §ﬁg:mg:ay-r:[:ssswmd “Action: HIR Hire PAR Status: MED| QU on Approve To Security Officer
e “Reason Code: [P permanent Position AgencyType  |Federal Edit PAR Tracking Comments
:gﬁv—r‘[macumemaﬁan noncone: [
Authority (1): l—
Authority (2):
NTE Date: PAR Request #
M‘ PAR Remarks ~ Award Data  Tracking Dala Justification

Print SF-5 GPPA Website
Add Attachment:

& save | [E! View Workist | 45! Previous in Workiist

Nexnan| Updala’D'Bp\ayl £ Include History

Data Control | Job

[ [ ] +

Done € Intemet | Protected Mode: On H100% ~

Step Action
9. Click the Save button.
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—— Workflow Government Printing Office

B I

Worklist Add to Favorites Sign out
Search: Mew Window | Customize Pag Saved
I My Favorites Data Control Job
> Employee Self Service
[> PAR Processing HANKERSON,KENNETH J EmplID: 181045 Empl Red Nbr: - Q
[ Workforce Administration
[> EmpowHR Setup Tables Data Control n

(HD) P -
L Worklist Effective Date: [071/04/200¢ Proposed Effective Date:| 01/04/2009 GoToRow|
Effective Seq 1 Transaction Status InProgress
etail
- Navigator Auth Date Sl Contact Emplid:
[ Repaorting Tools l__ =
— Change My Password “Action: Hire PAR Status: MED & op Approve To Security Officer
— My Personalizations . 4 lEaderal N
Reason Codes
- My System Profile Windows Internet Explorer == Edit PAR Tracking Comments
— My Dictionary i
- EmpowHR Documentation HOA Code:
Authority (1): & This request has been entered into workflow (999999,9999)
Authority (2):
NTE Date:
PantSF-5 .
ata  Tracking Data Justification

GPPA Website

Add Attachment:

& save | [E! View Workist | 45! Previous in Workiist

Previous tal Nexnan| Updala’D'Bp\ayl £ Include History | £

Data Control | Job

[ [ ] +

Done & Intemet | Protected Mode: On H100% ~

Step Action

10. Click the OK button.

11. Click the OK button.
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T | @ Workist [

Sign out

Search:

®

Data Control Job

> My Favorites

> Employee Self Service
> PAR Processing
[ Workforce Administration

HANKERSON,KENNETH J

EmplID: 181045

[> EmpowHR Setup Tables Data Control
(HD) - — N
= Worklist Effective Date: < 2L Proposed Effective Date: 4
Effective Si
— Worklist Details sete el L
— Mavigator Auth Date sz Contact Emplid:
[ Reporting Tools l__ =
- Change My Password “Action: Hire PAR Status:
— My Personalizations P . NP3
_ My Svstem Profile Reason Code: : Permanent Position Agency Type
— My Dictionary l—
- EmpowHR Documentation HOA Code:
Authority (1):
Authority (2):
NTE Date: PAR Request #
Print SF-52 PAR Remarks
Print SF-51 GPPA Website
Add Attachment:
B save | B View WDrk\Sll ) Previous in Worklist | A Hext e

Empl Red Hbr:

Transaction Status | INProgress

WED Q On Approve To Security Officer
de .
Federsl Edit PAR Tracking Comments
Award Data  Tracking Data Justification

Nexnan| Updala’D'Bp\ayl £ Include History | £

Data Control | Job

] +

& Intemet | Protected Mode: On

#100%

Step Action

12. Click the Sign out link.

13. This completes Medical work flow.

End of Procedure.

Security

This topic demonstrates security workflow.
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States Department of Agriculturs

onal Finance Center &

USDA
USDA

WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by autherized personnel. Unauthorized
access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether autherized or unauthorized, constitutes consent to these terms.

WARNING
UserID: 5G178776
Password:
Did vou forget your password?
v Statement | Privacy Policy | Non-Discrimination | USA.qov | White House

€ Intemet | Protected Mode: On

#100%

Action

Click the Sign In button.
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E’?’ﬁl’_ﬁ]:)-[t Home Workist /Add to Favorites. Sign out
Menu =
Search:

[+ My Favorites

> Employee Self Service

> PAR Processing

[- Workforce Administration
[ EmpowHR Setup Tables (HD)
[ Warklist

> Reporting Tools

— Change My Password

— Wy Personalizations

— My System Profile

- Wy Dictionary

- EmpowHR Documentation

Done € Intemet | Protected Mode: On H100% ~

Step Action
2. Click the Worklist link.
3. Click the Worklist link.
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Workflow Government Printing Office

Search:

> My Favorites

(HD)
I~ Worklist
— Waorklist

— Navigator

— My Dictionary

> Employee Self Service

> PAR Processing

[ Workforce Administration
> EmpowHR Setup Tables

> Reporting Tools

— Change My Password
— My Personalizations
— My System Profile

- EmpowHR Documentation

Eror

— Worklist Details I

% Refresh

Worklist for SG178776: Shirley Garner

Erica Underdown

Home Viorklist Add to Favorites Sign out

New Windaw | Customize Page | 1,

Proposed
Effective  Org Structure
Date

01/04/2009 LP1542000000000000

Work List Filters: IS -
(Worklist

Priority

Link

LP.LP. KE|
~ 1810450
Hire

Done

& Intemet | Protected Mode: On

#100%

Step

Action

Click the scrollbar.

Click the LP, LP, KENNETH HANKERSON, 181045, 0, 2009-01-04, 11,

New Hire link.

LP. LP. KEMMETH HAMKERSOM
151045, 0. 2009-01-04, 11, Mew

Hire
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Search:

> My Favorites

> Employee Self Service

> PAR Processing

[ Workforce Administration

> EmpowHR Setup Tables
(HD)

= Worklist

st Details
— Navigator

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

- EmpowHR Documentation

{ Data Control \_ Employment 2 ,

Add to

ites

Sign out

New Windaw | Customize Page | 1,

HANKERSON,KENNETH J

Effective Date: |01/04

Effective Seq

Auth Date ez Contact Emplid:
“Action: HIR Hire PAR Status: MED Q. op Approve To Security Officer
*Reason Code: |NPS Permanent Position Agency Type | Federal

NOA Code:

Authority (1):

Authority (2):

NTE Date: PAR Request #

Ml PAR Remarks AwardData TrackingData  Jusiification

GPPA Website

Add Attachment:

& save | [E! View Workist |

Empl Red Hbr:

EmpiID:

181045

Transaction Status

Proposed Effective Date:
InProgress

Updala’D'Bp\ayl £ Include History

Data Control | Emplovment 2

I ] r

Done

€ Intemet | Protected Mode: On H100% ~

Step

Action

=

Click the Look up (Alt+5) button.
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—— Workflow Government Printing Office

Add to Favorites

Sign out

Search:

® New Window | &

> My Favorites

I: Employee Self Service Cancel

> PAR Processing

[ Workforce Administration
> EmpowHR Setup Tables

(HD} Search Results
= Worklist 1-2of2
orkl [Work-in-Progress Status Short Description
orklist Details RTS Return INI
— Navigator sEC SEC APP

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

- EmpowHR Documentation

€ Intemet | Protected Mode: On H100% ~

Step Action

7. Click the SEC link.
SEC
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Search:
®

> My Favorites
> Employee Self Service
= PAR Processing

[> Workforce Administration

[ EmpowHR Setup Tables
(HD)

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Home Worklist Add to Favorites

& v B v = = [ Page v G Tools v

Data Control Employment 2

New Window | Customize Page | 15,

HANKERSON,KENNETH J

Effective Date: |01/04/2
Effective Seq
Auth Date

=Action: HIR Hire

*Reason Code: |[NFS
NOA Code:
Authority {1):
Authority (2):

NTE Date:

Print SF-52

Add Attachment:

& save | S Return to Search |

Permanent Position

EmpiID:

181045

Proposed Effective Date:

Contact Emplid:

PAR Status:

PAR Request #

PAR Remarks

GPPA Website

Next tab

Data Control | Emplovment 2

Empl Red Hbr:

Agency Type

EHE
Transaction Status | INProgress

RV2 Q

Federal

Sent for Approval

Award Data  Tracking Data Justification

o | 48 o History | B g

<

1

] +

javascript: submitAction_win0{document.wind, Z1CPanel');

& Intemet | Protected Mode: On H100% ~

Step Action

8. Click the Employment 2 tab.

| Employment 2
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Workflow Government Printing Office

Search:

> My Favorites
> Employee Self Service

New Windaw | Customize Page | /&,

Empl Red #

Favorites

I~ PAR Pracessing EmpiiD 181045
- HR Prac
[> Workforce Administration Effective Date  01/04/2009

[ EmpowHR Setup Tables
(HD)

[ Worklist

> Reporting Tools

Transaction #/Sequence 11

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Security Clearance
Sensitivity Code

Computer Sensitivity

Financial Disclosure

Financial Disclosure Required [

Due Date: El

LincPass Required
Submitting Office Number

Security Office ldentifier

NACI by HR

Requirements Met

Comments

Hotes

Card Shipping Information

. Security Clearance Status NIA
Initiated by PSO

Mot Required Security Clearance Status Date [01/22/2

m

Security Test Complete

1

Done

€ Intemet | Protected Mode: On

#100%

Step Action

Click the scrollbar.
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PR SN TO BATIRR

; ON KENNETH J EmplD: 131045 EmplRcd#: 0

> My Favorites
> Employee Self Service

= PAR Processing Effective Date: 0110412009 Transaction# /Seq 1 PAR Status:  Sentfor Approval
NOA Code: Action Type: Empl Status:
1> Warlforce Administration ype:  Hire Pl Active =
> EmpowHR Setup Tabl
(I:IE;)) cup fanies Bargaining Unit: Last Date Worked l:
> Worklist Union Code: ] Retained Grade Expires

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Union Anniversary Date: S Begin Date: I:I
Tenure: I: Expires Date: |:|

Reports To as of PAR Effective Date Reports To as of Today

Snpemsor\D:l SupewwsurIDE

SupuNigr Prob Period Reqrd
Emp Probation Period Date [ ] Supv/Mgrl Prob Period Date

m

Salary ShareCode‘ " Coop Overtime Rate E
Coop Share Amt Coop Holiday Rate E
Probation Dates Non Pay Data Security Info

UpdateDispiay | 2 Include History | [E# Correct History

&) save | [ Return to Search

Data Control | Employment 2

q [ ] »
javascriptisubmitAction win0{document.win0, DERIVED WIP_GVT SECURTY_SEC_PBSO'): @ Intemet | Protected Mode: On ®100% ~

Step Action
10. Click the Security Info link.

Security Info

I EEE—————————————————
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> My Favorites

> Employee Self Service

= PAR Processing
— HR Proc g

[> Workforce Administration

[ EmpowHR Setup Tables
(HD)

[ Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

EmpliD 181045

Home Viorklist

Empl Red #

New Windaw | Customize Page | /&

Add to Favorites Sign out

Effective Date 01/04/2009

Transaction #/Sequence 11

Security Clearance
Sensitivity Code

Computer Sensitivity

Financial Disclosure

Financial Disclosure Required [

Due Date: El

LincPass Required
Submitting Office Number

Security Office ldentifier

NACI by HR

Requirements Met

Comments

Hotes

Card Shipping Information

Security Clearance Status NIA

Initiated by PSO
Not Required

Security Clearance Status Date [01/22/2

m

1

Done

€ Intemet | Protected Mode: On

#100%

Step Action

11. Enter the desired information into the Comments field. Enter a valid value

e.g. "Security Test Completed".

12. Click the scrollbar.

31|Page




EveowHR

SOLUFIONS
FRIEN EEAL TO KATIRS

Training Guide

Add to ites Sign out
Search: New Window | Customize Page | /&,
My Favorites PAR Tracking Data
> Employee Self Service
[> PAR Processing EmpliD: 181045 Empl Rcd#: 0
[ Workforce Administration
3 (E':r||3;>)anRSemp Tables Effective Date:  01/04/2009 Transaction #/ Sequence: 11 Transaction Status: InProgress
kau Action: HIR  Hire PAR Status:  SEC On Approve To Reviewer 1
|__worist | Reason Code:  NPS PermanentPosition
- st Details
— Navigator NOA Code:
prEEy D ]
— Change My Password
_ My Personalizations Track Seq# 3 Action Taken 01/22/2009 PAR Status SEC UserlD SG178776  GARNERSHIRLEYJ
— My System Profile Comments: TEST -
— My Dictionary
- EmpowHR Documentation 1
Track Seq# 2  Action Taken (1/22/2009 PAR Status MED UserID EU178742 UNDERDOWN,ERICA K
Comments: |[TESTPAR Modified: 2009-01-22-11.49.10.000000 Trx Status: {I) —= GVT_WIP_STATUS (INH"to "MED’) -
" Track Seq# 1 Action Taken (1/22/2009 PAR Status  INH UserID MM178690 MOORE,MARILYN F
Comments: |New Efidt Row Inserted: —= EMPLID (NEW to 181045, EFFDT (2009-01-22" to "2009-01-04'), EFFSEQ (171), DEPTID  »
(938457, JOBCODE (179020°), POSITION_NBR (90376918, GVT_EFFDT (2009-01-047), GVT_EFFDT_PROPOSED (51
(2009-01-04'), GVT_TRANS_NBR (1), GVT_TRANS_NBR_SEQ (1), GVT_WORK_SCHED (F), GVT_SUB_AGENCY
OK Cancel
Done € Intemet | Protected Mode: On H100% ~

Step Action
13. Click the OK button.

I EEE—————————————————
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Workflow Government Printing Office

Search:

> My Favorites

(HD)
I~ Worklist

orklist De

— My Dictionary

> Employee Self Service

> PAR Processing

[ Workforce Administration
> EmpowHR Setup Tables

avigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile

- EmpowHR Documentation

{ Data Control \__ Employment 2 ,

Home Viorklist

New Windaw | Customize Page | 1,

HANKERSON,KENNETH J

Effective Date: |01/04/2

Effective Seq

Auth Date 112212

R

“Action: Hire

*Reason Code:

—

NOA Code:

Authority (1):

Authority (2):

NTE Date:

Print SF-52

Add Attachment:

& Save |

2 View Worklist | Previo

EmpiID:

Proposed Effective Date: |01/04

Contact Emplid:

Permanent Position

PAR Request #

Next tab

Data Control | Emplovment 2

181045

PAR Status:
Agency Type

PAR Remarks

GPPA Website

Empl Red Hbr:

Go To Row)

Transaction Status | INProgress

BEC Q On Approve To Reviewer 1
Federal :
Edit PAR Tracking Comments
Award Data  Tracking Data Justification

Updala’D'Bp\ayl £ Include History

e

] +

Done

& Intemet | Protected Mode: On

#100%

Step

Action

14.

Click the Save button.
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Sign out
Search: Mew Window | Customize Pag Saved

My Favorites Data Control {_Employment 2

> Employee Self Service
[> PAR Processing HANKERSON,KENNETH J EmplD: 181045 Empl Red Nbr: 0
[ Workforce Administration
> EmpowHR Setup Tables

(HD) = —
= Worklist Effective Date: |01/04/200¢ Proposed Effective Date: GoTo Row
Effective Seq 1 Transaction Status | InProgress
- Navigator Auth Date 1 g Contact Emplid:
> Reporting Tools
— Change My Password “Action: HIR Hire PAR Status: SEC Q. on Approve To Reviewer 1
— My Personalizations . g o=t - 3
Reason Codes
- My System Prafile Windows Intemet Explorer =5 Edit PAR Tracking Comments
— My Dictionary .
- EmpowHR Documentation HOA Code:
Authority (1): This request has been entered into workflow (999999,9999)
Authority (2):
NTE Date:
oK
FuiE=: - ata  Tracking Data Justification

Print SF-50 GPPA Website
Add Attachment:

B save | [ view Workist |

Updala’D'Bp\ayl £ Include History

Data Control | Emplovment 2

‘ i ] v

Done & Intemet | Protected Mode: On H100% ~

Step Action
15. Click the OK button.
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Search:

> My Favorites

(HD)
I~ Worklist

— Wol

— My Dictionary

> Employee Self Service

> PAR Processing

[ Workforce Administration
> EmpowHR Setup Tables

ist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile

- EmpowHR Documentation

@ { Data Control \__ Employment 2 ,

Home Viorklist

Mew Window | Customize Pag Saved

Add to Favorites

HANKERSON,KENNETH J EmplID:

Effective Date: |01/04/2008
Effective Seq 1
Auth Date 112212008

lT Hire

="

Contact Emplid:

“Action:

181045

Proposed Effective Date:

PAR Status:

Empl Red Hbr:

Transaction Status

SEC Q On Approve

LEadaga|

*Reason C =
Windows Internet Explorer

NOA Code:
Authority (1 l
Authority (2]

NTE Date:

Print SF:|

PAR Action(s) Successfully Saved for Emplid: 181045 (99999,999)

!

Add Attachment:

ESave| EV\amek\ml Frevious tah | & Nexttab

Data Control | Emplovment 2

GPPA Website

Updala’D'Bp\ayl £ Include History | £

Tracking Data

First 4] 4 or1 [

Go To Row

To Reviewer 1

— Edit PAR Tracking Comments

InProgress

Justification

Sign out

EE]

r

Done

& Intemet | Protected Mode: On

#100%

Step

Action

16.

Click OK .

17.

Click the Sign out link.

| _Sign out |

18.

This completes Security workflow.
End of Procedure.

Hire Reviewer 1

This topic demonstrates the Hire Reviewer 1 workflow.
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USDA. unitad States Department of Agricuturs
= National Finance Center &

e
- A
-

WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by autherized personnel. Unauthorized
access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether autherized or unauthorized, constitutes consent to these terms.

WARNING

UserID: TR178691

Password:

Did vou forget your password?

<sibility Ststement | Privacy Policy | Non-Discrimination | USA.cov | White House

€ Intemet | Protected Mode: On H100% -

Step Action

1. Enter the desired information into the Password: field. Enter a valid value
e.g. "BLUEBIRD98".
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USDA. unitad States Department of Agricuturs
= National Finance Center &

—
-— A
-

WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by autherized personnel. Unauthorized
access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether autherized or unauthorized, constitutes consent to these terms.

WARNING
UserID: TR178691
Password: »:
Did vou forget your password?
v Statement | Privacy Policy | Non-Discrimination | USA.qov | White House

€ Intemet | Protected Mode: On

#100%

Action

Click Sign In.
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Add to

oW E IR
Menu =

Search:
®

[+ My Favorites

> Employee Self Semvice

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[ Payroll Processing

[ Workforce Administration

(- Manage Performance

- Non-Employee Processing
[ Workforce Development

[ Organizational Development
[ EmpowHR Setup Tables (HD)
> EmpowHR User Security (HD)
[> Set Up HRMS

[- Waorklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

L] & Intemet | Protected Mode: On H100% ~

Step Action
3. Click the Worklist link.

Worklist

________________________________________________________________________________________________________________________________________________________________________________|
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;F;.JL’.,'%]:D[t Home Workist Add to Favorites. Sign out
Search: New Window | Customize Page | /&,

> My Favorites .
» Employee Self Senvice Worklist for TR178691: THOMAS J REGAN

> PAR Processing

[> Position M: it I -
‘osition Managemen Work List Filters: I -

[ Payroll Documents

T T wortst |
[> Payrall Processing e

[> Workforce Administration . Proposed . .
| Manage Performance Erom Date From Work ltem Worked By Activity Effective  Org Structure Priority Link
I Non-Employee Processing Date
[» Workforce Development Security Officer LP. LP KE|
[> Organizational Development Shirley Garner 01/22/2009 A GPO HIRE REVIEWER 1 01/04/2009 LP1542000000000000 ~ 1810450
pproved
[ EmpowHR Setup Tables Hire
(HD)
[» EmpowHR User Security
(HD)
[> Set Up HRMS
= Worklist
— Waorklist
— Worklist Details
— Navigator

> Reporting Tools

— Change My Password
— My Personalizations
— My System Profile

— My Dictionary =
— EmpowHR Documentation i |

< (0 ] +

Done & Intemet | Protected Mode: On H100% ~

Step Action

4, Click the Scroll Bar.

5. Click the LP, LP, KENNETH HANKERSON, 181045, 0, 2009-01-04, 11,

New Hire link.

LP. LP, KENMETH HAMKERSOMN
181045, 0, 2009-01-04, 11, New
Hire
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Search:

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

> EmpowHR User Security
(HD)

[> Set Up HRMS

= Worklist

st Details

— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Add to

ites

Sign out

New Windaw | Customize Page | 1,

| Data Control {_Personal Data j”  Job

| Position | Gl )i 17

2 BenefitData |

HANKERSON,KENNETH J

|p1104/2009

Effective Date: Proposed Effective Date: 01/04/2009 [

Effective Seq 1 Transaction Status InProgress

AuthDate 0112212008 B contact Empiid: Q

“Action: HR QU e PAR Status: SEC Q. On Approve To Reviewer 1

*Reason Code: MPS QL permanent Position Agency Type | Federal

NOA Code: Q

Authority (1): Q

Authority (2): Q

NTE Date: [ paRRequest#

Ml PAR Remarks AwardData TrackingData  Jusiification
Prin GPPAWebsite

Add Attachment:

& save | [E! View Workist |

EmplID: 181045 Empl Red Nbr: - Q

Go To Row

Updala’D'Bp\ayl £ Include History

Data Control | Personal Data | Job | Position | Compensation | Emplovment 1 | Emplovment 2 | Benefit Data

I, ] b

Done

€ Intemet | Protected Mode: On H100% ~

Step Action

=

Click the Look up (Alt+5) button.

40|Page




SOLUFIONS
FRIE TR TU PATIRS

Training Guide

Workflow Government Printing Office

Search:

> My Favorites

[> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

— Wo

=\ list Details
— Navigator

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Cancel

Search Results

130f3
1l rogress Status Short Descrip
CAN Cancelled

RT1 Return SEC

RV1 Review1

Hom: Worklist

New Window |

=

javascript: submitAction_win0(document.wind, ZICRow2);

€ Internet | Protected Mode: On

H10% -

Step Action

Click the RV1 link.

Rv1

Review
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Add to Favorites Sign out

Search: New Window | Customize Page | /&

[ My Favorites PAR Tracking Data

> Employee Self Service

[> PAR Processing EmpliD: 181045 Empl Red#: 0
[ Position Management

b I Effective Date: ion # | T Status: InProgress

I HR Reports 01/04/2009 11 g

[ Payroll Processing Action: HIR Hire X

[> Workforce Administration | PAR Status: RV1  Sentfor Review 2
I» Manage Performance Reason Code: NPS Permanent Position

I Mon-Employee Processing NOA Code:

[» Workforce Development

> Organizational Development | |

)3 E}:nDDuwHRSetupTables Track Seq# 4 Action Taken 01/22/2000  PAR Status Rv{ UserlD TR178601 REGAN, THOMAS J

D (Emp)uwHR User Security Comments: |
(HD)

[ Set Up HRMS -

- Worklist &

 Track Seq# 3 Action Taken 01/22/2009  PAR Status SEC UserID SG178776 GARMER SHIRLEY J
Comments: |TESTPAR Modified: 2008-01-22-11.52.12.000000 Trx Status: {I) —= GVT_WIP_STATUS (MED"to "SEC’) -

> Reporting Tools
— Change My Password e
— My Personalizations
— My System Profile

— My Dictionary Track Seq# 2  Action Taken 01/22/2009  PAR Status MED UserlD EU178742  UNDERDOWNERICAK

— EmpowHR Documentation
— Comments: |TESTPAR Modified: 2008-01-22-11.49.10.000000 Trx Status: (I} —= GWVT_WIP_STATUS (INH' to MED’) -

7Tfﬂﬁk Seq# 1 Action Taken 01/22/2009 PAR Status  INH UserID MM178690 MOORE MARILYN F

Comments: |New Efidt Row Inserted: —= EMPLID (NEW to 181045, EFFDT (2009-01-22" to "2009-01-04), EFFSEQ ('117), DEPTID
(9384577, JOBCODE (179020°), POSITION_NBR ('90376918"), GVT_EFFDT ('2009-01-04"), GVT_EFFDT_PROPOSED (£
('2009-01-047), GVT_TRANS_NBR (1), GVT_TRANS_NI 8EQ (1), GVT_WORK_SCHED (F"), GVT_SUB_AGENCY

OK Cancel

TS

Done & Internet | Protected Mode: On #100% -

Step Action

8. Enter the desired information into the Comments field. Enter a valid value
e.g. "TEST".

9, Click the OK button.

I EEE—————————————————
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Search:

®

> My Favorites
[> Employee Self Service
> PAR Processing
[ Position Management
[ Payroll Documents
[ HR Reports
[> Payrall Processing
[> Workforce Administration
> Manage Performance
I Mon-Employee Processing
[» Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD)
[» EmpowHR User Security
(HD)
[ Set Up HRMS
= Worklist
Wi
orklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Add to Favorites Sign out

New Window | Customize Page |

Job

{ Data Control " Personal Data

| Position | Compensation |

1y

t2 | BenefitData |,

HANKERSON,KENNETH J

Effective Date: |01/04/2009
Effective Seq 1
Auth Date

WO\ Hire

“Action:

EmpID:

181045

Empl Red Nbr:

Proposed Effective Date: 01/04/2009 [:

01/22/2009 [ contact Emplid:

*Reason Code: |NPS Q. permanent Position

NOA Code:

[T a

Authority (1): |_ Q

Authority (2): &

El

NTE Date:

Print SF-52

Add Attachment:

& save | B view WDrkI'Bll Fre

PAR Request#

Next tab

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

Q
PAR Status: |RV1 QL
Agency Type Federal
PAR Remarks ~ Award Data
GPPA Website

Go To Row

Transaction Status

InProgress

Sent for Review 2

Edit PAR Tracking Comments

Tracking Data Justification

Upuatemsmay| 2 Include History | 57

.

] b

Done

€ Internet | Protected Mode: On

H10% -

Step Action

10.

Click the Save button.
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Add to Favoriies Sign out
Search: Mew Window | Customize Pag Saved
iy Esvoriies { DataControl ' PersonalData Job | Position | Compensation } 1y t2 | BenefitData |,

> Employee Self Service
[> PAR Processing HANKERSOM KENNETH J EmplD: 181045 Empl Red Nbr: 0
[ Position Management
[ Payroll Documents

[» HR Reparts

> PaymePm:essing Effective Date: |01/04/2009 Proposed Effective Date: 0110412000 [£] ml

E\;:r:g;;c;::o”:gﬁgmn Effective Seq 1 Transaction Status InProgress

1> Non-Employee Processing Auth Date 01/22/2009 Contact Emplid: Q

[» Workforce Development

> Organizational Development *Action: HR QU e PAR Status:  RY1 R sentfor Review 2

[ EmpowHR Setup Tables “Reason Coded = L al Edit PAR Tracking C \

o - K

b (E':n[’;uwHR T Windows Internet Explorer == EditPAR Tracking Comments
(HD) NOA Code:

[ Set Up HRMS

- workiist Authority (1): This request has been entered into workflow (399999,9999)

Authority (2):

NTE Date:
Print SF-5:

> Reporting Tools

— Change My Password
— My Personalizations
— My System Profile

oK
ata  Tracking Data

GPPA Website
— My Dictionary
— EmpowHR Documentation
EmpowHR Documentation Add Attachment
ﬁs;wel EV\EWWDrkI'BIl Previous tal Updatemsmayl J] Include History | [
Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data
[ . ] b
Done & Intemet | Protected Mode: On H100% ~

Step Action
11. Click the OK button.

12. Click the OK button.
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E’;‘_"L’_&]"'R) Home

Search:

®

Worklist Add to Favorites Sign out

New Window | Customize Page |

{ DataControl ' PersonalData Job | Position | Compensation }

t2 | BenefitData |,

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration
> Manage Performance

HANKERSON,KENNETH J

EmpID:

181045 Empl Red Nbr:

Effective Date; |01/04/2009

Effective Seq 1

Proposed Effective Date: 01/04/2009 [:

Data Control | Personal Data | Job | Position | Corr

Transaction Status

Sent for Review 2

Tracking Data

I Mon-Employee Processing Auth Date 01/22/2009 Contact Emplid: Q
[» Workforce Development
I> Organizational Development *Action: HR Qe PAR Status: RV1 Q
[ EmpowHR Setup Tables Federal

(HD) “Reason Code: [NPS O permanent Position Agency Type cders
[» EmpowHR User Security

(HD) NOA Code: Q
[ Set Up HRMS
- Worklist Authority (1): @

Authority (2): Q

— Navigator NTE Date: E  pARRequest#
> Reporting Tools
— Change My Password Print SF-52 PAR Remarks ~ Award Data
— My Personalizations
— My Syslem Profile Print SF-51 ,

My System Profile SF-5 GPPA Website
— My Dictionary I——
— EmpowHR Documentation

EmpowHR Documentation Add Aftachment

ﬁs;we| EV\awWDrkIL&ll Previous tab | (=8 Next tab

F

GoTo RO

InProgress

Edit PAR Tracking Comments

Justification

Upuatemsmay| 2 Include History | 57

1| Emplovment 1 | Emplovment 2 | Benefit Data

] b

Done € Internet | Protected Mode: On

H100% -

Step Action

13. Click the Sign out link.

14. This completes the Hire Reviewer 1 workflow
End of Procedure.

Hire Reviewer 2

This topic demonstrates the Hire Reviewer 2 workflow.
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USDA  unitad States Department of Agricuturs
s National Finance Center .

—
-— A
-

WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthaorized
access or use of this computer system may subject violators to criminal, civil, andfor administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING

User ID: DM178680

Password:

Did vou forget vour password?

| Brivacy Policy | Non-Discrimination Ststement | USA.gov | White House

€ Internet | Protected Mode: On #100% ~

Step Action
1. Click the Sign In button.
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AW FARD)

Menu
Search:

®

[+ My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

> HR Reports

[ Payroll Processing

[ Workforce Administration

(- Manage Performance

- Non-Employee Processing
[ Workforce Development

[ Organizational Development
[ EmpowHR Setup Tables (HD)
> EmpowHR User Security (HD)
[> Set Up HRMS

[- Waorklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

2 =2

Home Worklist

Add to Favorites

Sign out

Done

€ Internet | Protected Mode: On

H10% -

Step Action

Click the Worklist link.
|_vorksi
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Add to Favorites Sign out
Search: New Window | Customize Page | /&,
P SIEIT Warkiist for DM178680: DESHAN N MINGO
> Employee Self Service N
> PAR Processing
[ Position Management e . _ -
[ Payroll Documents Work List Filters:
i woritst |
[> Payrall Processing HEE
[> Workforce Administration . Proposed s .
| Manage Performance Erom Date From Work ltem Worked By Activity Effective  Org Structure Priority Link
I Non-Emplayee Processing Date
[P LT e T KAPTURKRISTINA 4/54/0g09 ONREWMTO  oph Lo REVIEWER 2 1212012008 LP0702000400000000 -
[> Organizational Development J Reviewer 2
[» EmpowHR Setup Tables Reviewer 1
(HD) THOMAS J REGAN  01/22i2009 Approved GPO HIRE REVIEWER 2 12/20/2009 LP0718001200000000 -
[» EmpowHR User Security
(HD) Reviewer 1 -
I Set Up HRMS THOMAS J REGAN  01/22i2009 Approved GPO HIRE REVIEWER 2 01/04/2009 LP1542000000000000
= Worklist
PAR PRO Not
— <t Details DESHAN N MINGO  01/20/2009 Applied PAR {(PRO) Not Applied LP0809000000000000 -
— Navigator
[ Reporting Tools PAR PRO Not
- Change My Password DESHAN N MINGO  01/20/2009 Applied PAR (PRO) Not Applied LP0801000000000000 -
— My Personalizations
— My System Profile PAR PRO Not
— My Dictionary DESHAN N MINGO 01/20/2009 Applied PAR (PRO) Not Applied LP0&01000000000000 -
— EmpowHR Documentation eel
DESHAN N MINGO  01/20/2009 :gg:gg A PAR (PRO) Not Applied LP0202000400000000 -
DESHANNMINGD 01202008 FAREROM  pa (PRO) Nt Appiied LP0513000000000000 -
DESHAN N MINGO  01/20/2009 ;“?SI:ED ol PAR (PRO) Mot Applied LP0409000300000000 A
% Refresh
Cnl 1 ] 3
€ Intemnet | Protected Made: On H100% ~

Step Action
3. Click the scrollbar.

4. Click the LP, LP, KENNETH HANKERSON, 181045, 0, 2009-01-04, 11,

New Hire link.

LP. LP, KEMNMETH HAMNKERSOM
181045, 0. 2009-01-04, 11, Mew
Hire
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Search:

®

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

Wi

orklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Add to Favorites Sign out

New Window | Customize Page |

Job

{ Data Control " Personal Data

| Position | Compensation | 1y

t2 | BenefitData |,

HANKERSON,KENNETH J

Effective Date; 0110412009

Effective Seq 1 Transaction Status InProgress
AuthDate 01222008 I contact Emplid: Q
“Action: HR Qe PAR Status: RV @ gentfor Review 2
*Reason Code: MPS U permanent Position Agency Type Federd
NOA Code: Q
Authority (1): Q
Authority (2): Q
NTE Date: Bl pARRequest#
Ml PAR Remarks AwardDala  TrackingData  Justification
P GPPA Website

Add Attachment:

=] Savel B view WDrkI'Bll 45! Previous in Workiist | 4[] Next in Worklist Previous tal

EmplD: 181045 Empl Red Nbr: 0

Go To Row

Proposed Effective Date: 01/04/2009 [:

Nmtahl Upuatemsmay| 2 Include History | 57

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

] ] »

Done

& Internet | Protected Mode: On H100% -

Step Action

=

Click the Look up (Alt+5) button.
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Add to Favorites Sign out

Search:

) New Window |

> My Favorites

I: Employee Self Service Cancel

> PAR Processing

[ Position Management

[ Payroll Documents

I HR Reports Search Results

[> Payrall Processing 1-30f3

e s [Work.in-Progress Status Short Descript

> Manage Performance AN IR

I Mon-Employee Processing - —

[» Workforce Development RT2 Return RV1

[> Organizational Development Rv2 Review2

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

st Details

— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

€ Internet | Protected Mode: On H100% ~

Step Action

6. Click the Review?2 link.
RV2 Review?2
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Home Add to Favorites Sign out
Search: blew Window | Custorize Page |+
I My Favorites PAR Tracking Data
> Employee Self Service
[> PAR Processing EmpliD: 181045 Empl Red#: 0
[ Position Management
b I Effective Date: ion # | T Status: InProgress
I HR Reports 01/04/2009 1 g
[ Payroll Pracessing Action: HIR  Hire .
> Workforce Administration ) PAR Status: RVZ2  Sentfor Approval
I» Manage Performance Reason Code: NPS Permanent Position
I Mon-Employee Processing NOA Code:

[» Workforce Development

> Organizational Development | I

DE'TDDuwHRSetupTables Track Seq# 5 Action Taken 01/22/2000  PAR Status Rv2 UserlD DM178680  MINGO,DESHAN N

D (Emp)uwHR User Security Comments: |
(HD)

[ Set Up HRMS -

- Worklist &

m

 Track Seq# 4 Action Taken 01/22/2009  PAR Status RV{ UseriD TR178691 REGAN THOMAS J
Comments: |TESTPAR Modified: 2008-01-22-11.58 25.000000 Trx Status: () —= GVT_WIP_STATUS ('SEC' to 'RV 1) -

> Reporting Tools
— Change My Password e
— My Personalizations
— My System Profile

— My Dictionary Track Seq# 3 Action Taken 01/22/2000  PAR Status SEC UserlD SG178776  GARNERSHIRLEY J

— EmpowHR Documentation
Comments: |TESTPAR Modified: 2008-01-22-11.52.12.000000 Trx Status: {I) —= GVT_WIP_STATUS (MED"to "SEC’) -

Track Seq# 2  Action Taken 01/22/2009 PAR Status  MED UserID EU178742 UNDERDOWN,ERICA K
Comments: |TESTPAR Modified: 2008-01-22-11.49.10.000000 Trx Status: (I} —= GVT_WIP_STATUS (INH' to MED’) -

Track Seq# 1 Action Taken 01/22/2009 PAR Status  INH  UserID  MM178690 MOORE MARILYN F

Comments: |New EffdtRow Inserted: —= EMPLID (NEW ta "181045%), EFFDT ('2009-01-22' ta '2008-01-04), EFFSEQ (117, DEPTID =~
O2RAETY INACANE £470020% PASITINK KIBR FONATAO4R% AUT EEENT f2A00.N4-A4% T EEENT PRABOSEN _ [E1

Done & Internet | Protected Mode: On #100% -

Step Action

7. Enter the desired information into the Comments field. Enter a valid value
e.g. "TEST".

8. Click the scrollbar.

9, Click the OK button.
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Add to Favoriies Sign out
Search: New Window | Customize Page | /&,
iy Esvoriies { DataControl ' PersonalData Job | Position | Compensation } 1y t2 | BenefitData |,

> Employee Self Service
[> PAR Processing HANKERSON KENNETH J EmplD: 181045 Empl Red Nbr: 0
[ Position Management
[ Payroll Documents

[» HR Reparts
I Payroll Processing Effective Date: |01/04/2009 Proposed Effective Date: 01/0412000 [z ml
[ Workforce Administration _ InProgress
- Manage Performance Effective Seq 1 Transaction Status
I Mon-Employee Processing Auth Date 01/22/2009 Contact Emplid: Q
[» Workforce Development N
[> Organizational Development *Action: HR @ ire PAR Status: Rv2 @ gent for Approval
[ EmpowHR Setup Tables 4
(+D) *Reason Code: [NPS A permanent Position AgencyType  |Federal Edit PAR Tracking Comments
[» EmpowHR User Security
{HD) NOA Code: Q
[ Set Up HRMS
- worklist Authority (1): Q
- st Details Authority (2): 2
— Navigator NTE Date: B paRRequest#
> Reporting Tools
— Change My Password Print SF-52 PAR Remarks  AwardData  TrackingData  Justification

— My Personalizations

L Prin i
My System Profile GPPA Website

— My Dictionary
— EmpowHR Documentation
EmpowHR Documentation Add Aftachment
ﬁs;wel B View WDrkI'Bll 3 Previous in Worklist | 4[] Next in Workiist Previous tal Nmtanl Updatemsmayl J] Include History | [
Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data
[ i ] b
Done € Intemet | Protected Mode: On H100% ~

Step Action
10. Click the Save button.
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Search:

®

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[> EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Add to Favorites Sign out

Mew Window | Customize Pag Saved

{ Data Control ' PersonalData §~  Job

| Position | Compensation | 1y

t2 | BenefitData |,

HANKERSON,KENNETH J

Effective Date: |01/04/2008

EmpID:

181045 Empl Red Nbr: - 0

Go To Row

Proposed Effective Date: 01/04/2009 [:

Effective Seq ! Transaction Status | InProgress
AuthDate  [0112212008 B contact Emplic: Q
“Action: HR Qe PAR Status: RV2Z @ gentfor Approval
*Reason Code: LEageal
| w - Edit PAR Tracking Comments
Windows Internet Explorer g Edit PAR Tracking Comments

NOA Code:

Authority (1):

Authority (2):

NTE Date:
Print SF-5:

This request has been entered into workflow (399999,9999)

ata

Tracking Data Justification

Add Attachment:

=] Savel B view WDrkI'Bll 45! Previous in Workiist | [ Next in Worklist Previous tal

GPPA Website

Nmtahl Upuatemsmay| 2 Include History | 57

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

] ] »

Done

€ Internet | Protected Mode: On #100% ~

Step

Action

11.

Click the OK button.

12.

Click the OK button.
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— = = »
e [gw:»rknst l 1 o v = v b Page » (} Tools ¥
Search: ew Window | Customize Page | (&
» My Favorites { DataControl ' PersonalData Job | Position | Compensation } 1y t2 | BenefitData |,
> Employee Self Service
[> PAR Processing HANKERSOM KENNETH J EmplD: 181045 Empl Red Nbr: 0
[» Position Management
I Payroll Documents Data Control
[» HR Reparts
I Payroll Processing Effective Date; [01/04/2009 Proposed Effective Date: 01/0412000 [z ml =
[ Workforce Administration i InProgress
- Manage Performance Effective Seq 1 Transaction Status
I Non-Employee Processing Auth Date 01/22/2009 Contact Emplid: Q
[» Workforce Development
I Organizational Development *Action: HR QU ie PAR Status: RV2 @ gent for Approval
[ EmpowHR Setup Tables 4
(+D) *Reason Code: [NPS A permanent Position AgencyType  |Federal Edit PAR Tracking Comments
[» EmpowHR User Security
(HD) NoACode: | A
[> Set Up HRMS
- Worklist Authority (1): Q
.
rklist Details Authority (2): 2
— Navigator NTE Date: B paRRequest#
> Reporting Tools
— Change My Password Print SF-52 PAR Remarks AwardData  TrackingData  Justification
— My Personalizations
— My Syslem Profile Print SF-51 ,
My System Profile SF-5 GPPA Website
— My Dictionary I——
— EmpowHR Documentation
EmpowHR Documentation Add Aftachment
=] Savel B View WDrkI'Bll 5] Previous in Worklist | ] Next in Waorkiist Previous tab | (=5 Next tab | Updatevnsmayl JE Include History | 7
Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data
[ i ] r
Done € Intemet | Protected Mode: On H100% ~

Approver

This topic demonstrates the approver workflow.
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AW FARD)

Menu
Search:

®

[+ My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

> HR Reports

[ Payroll Processing

[ Workforce Administration

(- Manage Performance

- Non-Employee Processing
[ Workforce Development

[ Organizational Development
[ EmpowHR Setup Tables (HD)
> EmpowHR User Security (HD)
[> Set Up HRMS

[- Waorklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

2 =2

Home Worklist

Add to Favorites

Sign out

Done

€ Internet | Protected Mode: On

H10% -

Step Action

Click the Worklist link.

| workist |
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oW D

Worklist Add to Favorites Sign out

Search: New Window | Customize Page | /&

®

> My Favorites
> Employee Self Service
> PAR Processing
I+ Position Management . . i
I Payroll Documents Work List Filters:
i worst |
[> Payrall Processing HEE
[> Workforce Administration . Proposed s .
| Manage Performance Erom Datefrom Work item Worked By Activity Effective  Org Structure Priority Link
I Non-Emplayee Processing Date
[» Workforce Development TR LP. LP. KE|
[ Organizational Development DESHAN N MINGO  01/22/2009 A Z_GPO_HIRE_APPROVER 01/04/2009 LP1542000000000000 ~ 1810450
pproved
[ EmpowHR Setup Tables Hire
(HD)
[» EmpowHR User Security
(HD)
[ Set Up HRMS
= Worklist
— Workl
rklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile

— My Dictionary =
- EmpowHR Documentation =)

Worklist for KK178700: KRISTINA J KAPTUR

< i J 3

Done & Internet | Protected Mode: On #100% ~

Step Action
2. Click the scrollbar.

3. Click the LP, LP, KENNETH HANKERSON, 181045, 0, 2009-01-04, 11,

New Hire link.

LP.LP. KENNETH HANKERSOMN
181045, 0. 2009-01-04, 11, Mew
Hire
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Search:

> My Favorites

[> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

Wi

orklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Add to Favorites Sign out

New Window | Customize Page |

Job

{ Data Control " Personal Data

| Position | Compensation | 1y

t2 | BenefitData |,

HANKERSON,KENNETH J

|p1/0412009

Effective Date: Proposed Effective Date: 01/04/2009 [:

Effective Seq 1 Transaction Status InProgress
AuthDate 0112212008 B Contact Emplic: Q

“Action: HR QU e PAR Status: RV2 @ gentfor Approval
*Reason Code: NPS Q. permanent Position AgencyType  |Federd

NOA Code: Q

Authority (1): Q

Authority (2): Q

NTE Date: Bl pARRequest#

M‘ PAR Remarks  Award Data  Tracking Data Justification

£ GPPA Website
Add Attachment:
ﬁs;wel B View WDrkI'Bll Previous tab | (58 Next tab Updateleu\ayl ) Include History | [ |

EmplD: 181045 Empl Red Nbr: 0

Go To Row

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

] ] »

Done

€ Internet | Protected Mode: On %100% ~

Step

Action

=

Click the Look up (Alt+5) button.
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Add to Favorites Sign out

Search:

) New Window |

> My Favorites

I: Employee Self Service Cancel

> PAR Processing

[ Position Management

[ Payroll Documents

I HR Reports Search Results

[> Payrall Processing 1-30f3

[> Workforce Administration

> Manage Performance Eoroeedl

I Mon-Employee Processing - ETEuE

[» Workforce Development AN Cancelled

[> Organizational Development RV RINTORVZ

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

[Work-in-Progress Status S Descrip

st Details

— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

€ Internet | Protected Mode: On H100% ~

Step Action

5. Click the Approved link.
[aPP Approved

58|Page



EvrowHR Training Guide

SOLUTTIONS

—— Workflow Government Printing Office

Home Add to Favorites Sign out
Search: New Window | Customize Page | /&
I My Favorites PAR Tracking Data
> Employee Self Service
[> PAR Processing EmpliD: 181045 Empl Red#: 0
[ Position Management
b I Effective Date: ion # | T Status: InProgress
I HR Reports 01/04/2009 11 g
[ Payroll Processing Action: HIR Hire §
1> Warkforce Administration ) PAR Status:  APP Approved
I» Manage Performance Reason Code: NPS Permanent Position
I Non-Employee Processing NOA Code:

[» Workforce Development

> Organizational Development | I

3 (E}:n[;;uwHRSetup Tables Track Seq# 6 Action Taken 01/22/2000 PAR Status APP UserlD KK178700  KAPTURKRISTINAJ

[ EmpowHR User Security Comments:
(HD)

[ Set Up HRMS -

- Worklist &

m

7Track Seg# 5 Action Taken 0(1/22/2009 PAR Status RV2 UserlD DM178680 MINGO,DESHAN N
Comments: |TESTPAR Modified: 2008-01-22-12.01.47.000000 Trx Status: () —= GVT_WIP_STATUS (RV1 ta 'RV2") -

> Reporting Tools
— Change My Password e
— My Personalizations
— My System Profile

— My Dictionary Track Seq# 4 Action Taken 01/22/2009  PAR Status Ry{ UserID TR178691 REGAN, THOMAS J

— EmpowHR Documentation
Comments: |TESTPAR Modified: 2008-01-22-11.58 25.000000 Trx Status: {I) —= GVT_WIP_STATUS ('SEC to 'RV 1) -

7Tfﬂﬁk Seq# 3 Action Taken 01/22/2009 PAR Status  SEC UserID SG178776 GARMER, SHIRLEY J
Comments: |TESTPAR Modified: 2008-01-22-11.52.12.000000 Trx Status: {I) —= GVT_WIP_STATUS (MED"to "SEC’) -

Track Seq# 2  Action Taken 01/22/2009 PAR Status  MED UserID EU178742 UNDERDOWN,ERICA K
Comments: |TESTPAR Modified: 2008-01-22-11.49.10.000000 Trx Status: (I} —>= GVT_WIP_STATUS (INH' to 'MED") -

Done & Internet | Protected Mode: On #100% -

Step Action

6. Enter the desired information into the Comments field. Enter a valid value
e.g. "TEST".

7. Click the scrollbar.

8. Click the OK button.
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Add to Favoriies Sign out
Search: New Window | Customize Page | /&,
iy Esvoriios { DataControl ' PersonalData Job | Position | Compensation } 1y t2 | BenefitData |,

[> Employee Self Service
[> PAR Processing HANKERSOM KENNETH J EmplD: 181045 Empl Red Nbr: 0
[ Position Management
[ Payroll Documents

[» HR Reparts
I Payroll Processing Effective Date: |01/04/2009 Proposed Effective Date: 01/0412000 [z ml
[ Workforce Administration _ InProgress
- Manage Perfarmance Effective Seq 1 Transaction Status
I Mon-Employee Processing Auth Date 01/22/2009 Contact Emplid: Q
[» Workforce Development N
I Organizational Development *Action: HR @ ire PAR Status: kPP Q Approved
[ EmpowHR Setup Tables 4
(+D) *Reason Code: [NPS AL permanent Position AgencyType  |Federal Edit PAR Tracking Comments
[» EmpowHR User Security
{HD) NOA Code: Q
[ Set Up HRMS
- Worklist Authority (1): Q
- st Details Authority (2): 2
— Navigator NTE Date: B paRRequest#
> Reporting Tools
— Change My Password Print SF-52 PAR Remarks  AwardData  TrackingData  Justification

— My Personalizations

L Prin i
My System Profile GPPA Website

— My Dictionary
— EmpowHR Documentation
EmpowHR Documentation Add Aftachment
ﬁs;wel EV\EWWDrkI'BIl Previous tal Updatemsmayl J] Include History | [
Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data
[ i ] b
Done € Intemet | Protected Mode: On H100% ~

Step Action
9. Click the Save button.
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Search:

®

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

> EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Add to Favorites Sign out

Mew Window | Customize Pag Saved

{ Data Control ' PersonalData §~  Job

| Position | Compensation |

1y

t2 | BenefitData |,

HANKERSON,KENNETH J

Effective Date: |01/04/2008

EmpID:

181045 Empl Red Nbr: - 0

Go To Row

Proposed Effective Date: 01/04/2009 [

Effective Seq 1 Transaction Status InProgress
AuthDate  [01/22/2008 [ contact Emplid: Q

*Action: HR QU e PAR Status: ~ APP R approved

; f— ———

R o o T =) 3 Edit PAR Tracking Comments

NOA Code:

Authority (1):

Authority (2):

NTE Date:
Print SF-5:

This request has been entered into workflow (399999,9999)

ata

Tracking Data Justification

Add Attachment:

ﬁsfwe| B view WDrkI'Bll Previous tal

Next tab

GPPA Website

Upuatemsmay| 2 Include History | 57

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

] ] »

Done

€ Internet | Protected Mode: On #100% ~

Step

Action

10.

Click the OK button.

11.

Click the OK button.
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to Si
. »
ke [gw:»rkhst l } - v d=h v s Page » {J Tools v
Search: ew Window | Customize Page | (&
» My Favorites { DataControl ' PersonalData Job | Position | Compensation } 1y t2 | BenefitData |,
> Employee Self Service
[> PAR Processing HANKERSON, KENNETH J EmplD: 181045 Empl Red Nbr: 0
[ Position Management
[> Payroll Documents Data Control
[ HR Reports
> Payroll Processing Effective Date: [P1/0412009 Proposed Effective Date: 0110412000 [£] ml =
[ Workforce Administration i InProgress
- Manage Performance Effective Seq 1 Transaction Status
I Non-Employee Processing Auth Date 01/22/2009 Contact Emplid: Q
[» Workforce Development
I Organizational Development *Action: HR QU ie PAR Status: APP QU approved
[ EmpowHR Setup Tables 4
(+D) *Reason Code: [NPS A permanent Position AgencyType  |Federal Edit PAR Tracking Comments
[» EmpowHR User Security
{HD) NOA Code: Q
[ Set Up HRMS
- Worklist Authority (1): Q
.
rklist Details Authority (2): 2
— Navigator NTE Date: B paRRequest#
> Reporting Tools
— Change My Password Print SF-52 PAR Remarks  AwardData  TrackingData  Justification
— My Personalizations
— My Syslem Profile Print SF-51 ,
My System Profile SF-5 GPPA Website
— My Dictionary I——
— EmpowHR Documentation
EmpowHR Documentation Add Aftachment
ﬁs;wel B View WDrkI'Bll Previous tab | (=8 Next tab Updatevnsmayl JE Include History | [
Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data
[ i ] r
Done € Intemet | Protected Mode: On H100% ~
Sign out

Hire Processor

This topic demonstrates the Hire Processor workflow.
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USDA  unitad States Department of Agricuturs
= ; .
s National Finance Center .

—
-— A
-

WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for

official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthaorized
access or use of this computer system may subject violators to criminal, civil, andfor administrative action. All

information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING
User ID: SW178678
Password:
Did you forget your password?
- | Brivacy Policy | Non-Disarimination Statement | USA.qov | White House

7cmd=login&languageCd=ENG

€ Internet | Protected Mode: On

H100% -

Step

Action

1.

Click the Sign In button.
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Hom: Worl Add to Fan Sign out

Menu
Search:

I ®
[+ My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

> HR Reports

[ Payroll Processing

[ Workforce Administration

(- Manage Performance

- Non-Employee Processing
[ Workforce Development

[ Organizational Development
[ EmpowHR Setup Tables (HD)
> EmpowHR User Security (HD)
[> Set Up HRMS

[- Waorklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

€ Internet | Protected Mode: On #100% ~

Done

Step Action
2. Click the Worklist link.

I EEE—————————————————
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Search:

> My Favorites

[ HR Reports

(HD)

(HD)
[ Set Up HRMS
I~ Worklist

— Wi

— Navigator

— My Dictionary

> Employee Self Service
> PAR Processing

[ Position Management
[ Payroll Documents

[> Payrall Processing

[> Workforce Administration
> Manage Performance Erom
I Non-Employee Processing
[» Workforce Development

[> Organizational Development
[ EmpowHR Setup Tables

[» EmpowHR User Security

— Worklist Details

> Reporting Tools

— Change My Password
— My Personalizations
— My System Profile

— EmpowHR Documentation

®

Linda Fykes

% Retresh

KAPTUR,KRISTINA
J

KAPTUR, KRISTINA
J

WILLIAMS SHARON
8
WILLIAMS SHARON
8

WILLIAMS SHARON
s

Worklist for SW178678: SHARON S WILLIAMS

Worked By Activity

GPO HIRE PROCESSOR

GPO HIRE PROCESSOR

Z_GPO_PAR_ESC_APPROVER

PAR (PRO) Not Applied

PAR (PRO) Not Applisd

PAR (PRO) Not Applied

Home Worklist

New Window | Customize Page |

Proposed
Effective  Org Structure
Date

Work List Filters: I -
(Worklist

Priority

01/071/2009 LP2634004733340000

01/04/2009 LP1542000000000000

01/04/2009 LP0803000000000000

LP2634004632200000

LP0715001200000000

LP0200000000000000

Add to Favorites Sign out

Link

~|LB.LP.TE]
2009-01-0
LP, LP, KE]
~ 1810450
Hire
LP. LP. LO
0. 2009-01]
from Divor
LP.LP 18
2008-01-0
COM, PRO|
LP.LP 18
MORGAN,
2009-01-0
LP.LP 18
MARGARE]
2009-01-1

Ll

Ll

4

4

Done

& Internet | Protected Mode: On

H100% -

Action

Click the scrollbar.

Click the LP, LP, KENNETH HANKERSON, 181045, 0, 2009-01-04, 11,

New Hire link.

LP. LP. KEMMETH HANKERSOM

151045, 0. 2009-01-04, 11, Mew

Hire
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Add to Favoriies Sign out
Search: New Window | Customize Page | /&,
iy Esvoriies { DataControl ' PersonalData °  Job |~ Position | Compensation } 1y t2 | BenefitData |,

> Employee Self Service
[> PAR Processing HANKERSON KENNETH J EmplD: 181045 Empl Red Nbr: 0
[ Position Management
[ Payroll Documents

[ HR Reports

I Payroll Processing Effective Date: 01/04/2009 Proposed Effective Date: 01/0412000 [z ml
E\;:r:g;;c;::o”:gﬁgmn Effective Seq 1 Transaction Status InProgress
I Mon-Employee Processing Auth Date 01/22/2009 Contact Emplid: Q
[» Workforce Development
[> Organizational Development *Action: HR Qe PAR Status: APP QU approved
[» EmpowHR Setup Tables Federal
{HD) “Reason Code: NP8 O permanent Position Agency Type S
[» EmpowHR User Security
{HD) NOA Code: Q
[ Set Up HRMS
= Worklist Authority (1): Q
- st Details Authority (2): 2
— Navigator NTE Date: B paRRequest#
> Reporting Tools
— Change My Password M‘ PAR Remarks  AwardData  Tracking Data Justification

— My Personalizations

L Prin i
My System Profile GPPA Website

— My Dictionary
— EmpowHR Documentation
EmpowHR Documentation Add Attachment
ﬁs;wel B View WDrkI'Bll 5 Previous in Worklist | 4[] Next in Workiist Previous tal Nmtanl Updatemsmayl J] Include History | [
Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data
[ i ] b
Done € Intemet | Protected Mode: On H100% ~

Step Action

5. Click the Look up (Alt+5) button.
[&]
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oW T

Search:

®

> My Favorites

[> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist
— Wo
rklist Details
— Navigator

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Cancel

Search Results

130f3
[Work-in-Progress Status Short Description
CAN Cancelled
PRO Processed
RTA Retto App

Worklist Add to Favorites Sign out

New Window |

=

H10% -

€ Internet | Protected Mode: On

Step Action

6. Click the Processed link.

FRO

Processed
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Home Workiist Add to Favorites Sign out
Search: Mew Window | Customize Page | /5,
» My Favorites { DataControl ' PersonalData Job | Position | Compensation } 1y t2 | BenefitData |,
> Employee Self Service
[> PAR Processing HANKERSOM KENNETH J EmplD: 181045 Empl Red Nbr: 0
[ Position Management
[ Payroll Documents iz Find | View All First [«] 1 0f 1 [+ S|
[ HR Reports +
> Payroll Processing Effective Date: |01/04/2008 Proposed Effective Date: 0110412000 [£] M =
[ Workforce Administration . InProgress
- Manage Performance Effective Seq 1 Transaction Status
I Mon-Employee Processing Auth Date 01/22/2009 Contact Emplid: Q
[» Workforce Development N
[> Organizational Development “Action: HR & Hire PAR Status: PROQ  processed by Human Resources
[ EmpowHR Setup Tables d

(HD) “Reason Code: [NPS O permanent Position Agency Type Federal

[» EmpowHR User Security

(HD) NOA Code: Q

[ Set Up HRMS
= Worklist Authority (1): Q
‘

— Worklist Details Authority {2): 2
— Navigator NTE Date: B paRRequest#

> Reporting Tools
- Change My Password print sF-52_| PARRemarks AwardData TrackingData  Justification
— My Personalizations
— My System Profile Print SF-50 GPPA Website
— My Dictionary I——

— EmpowHR Documentation

EmpowHR Documentation Add Aftachment
B save ‘ [ View Workiist ‘ 5] Previous in Worklist | 4 Next in Waorkiist Next tab Update/Display | /] Include History | [
Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data
) I ] »
Done € Intemet | Protected Mode: On H100% ~

Step Action

7. Enter the desired information into the NOA Code field. Enter a valid value
e.g. "142".

8. Click in the Authority (1) field.

9. Enter the desired information into the Authority (1) field. Enter a valid
value e.g. "p3M".

10. Press [Tab].

11. Enter the desired information into the Authority (2) field. Enter a valid
value e.g. "A123BE1".

12. Click the PAR Remarks link.
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Search:

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Home Worklist

New Window | Customize Page |

PAR Remarks

EmplID 1381045 Empl Red #

Effective Date 01/04/2009 Effseq 11 NOA Code 142

PAR Remarks

Remark CD:
Q Insertion Required

OK Cancel

Add to Favorites Sign out

Done

€ Internet | Protected Mode: On

H10% -

Step Action

13. Click the Look up Remark CD (Alt+5) button.

=
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Add to Favorites Sign out
Search: New Window | /&, *
®
> My Favorites Look Up Remark CD
> Employee Self Service
[ PAR Processin
> Position Managgsmem SF50 Remark Code: begins with =
[ Payroll Documents
Eggzi‘ﬁgiessm Look Up ‘ Clear | Cancel |Eas‘E Lookup 3
[> Workforce Administration
> Manage Performance Search Results
1> Non-Employee Processing Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.
[ LT e T View All 1-100 of 300 Last
[> Organizational Development —— El —
- EmpowHR Setup Tables S| Remark Code Remark Line 1 |4
(HD) UCFE SECURE REMARK REQUIRED
[» EmpowHR User Security 01A THIS ACTION IS BASED OMN SUSTAINED SUPERIOR PERFORMANCE
(HD) o1c UNDERP.L. 96-8. IS ENTITLED TO CONTINUE FEGLI AMD HEALTH BENEFITS.
° et HRMS e PAYABLE SALARY LIMITED TG $115.700 BY & US.C. 5304 (GI(1}
02A THIS ACTION IS BASED ON A SPECIAL ACT
02c VOLUNTARY SEPARATION WITHOUT A BREAK IN SERVICE FROM COMPETITIVE
03A THIS RATING OF RECORD IS OUTETANDING
» Reporting Tools 03¢ SUBJECT TO CONDITIONS AS SPECIFIED BY LAW, YOU ARE ENTITLED TO
_ Change My Password 04A THIS RATING OF RECORD IS EXCELLENT
— My Personalizations o4c YOUR WAIVER OF INSURANCE BECAME EFFECTIVE THE
— My System Profile 050 A
— My Dictionary 052 EXEMPT FROM MANDATORY RETIREMENT AND ELIGIBLE FOR PRORATED ANNUITY UPON
- EmpowHR Documentation 053 EMPLOYEE |S SUBJECT TO MANDATORY RETIREMENT
054 EMPLOYEE'S SCD FOR ENHANCED CBPO RETIREMENT COVERAGE IS
054 THIS RATING OF RECORD IS FULLY SUCCESSFUL
osc EMPLOYMENT TERMINATES WHEN THE LIMITATION (OR THE EARLIEST IF MORE
060 8
06A THE JUSTIFICATION FOR THIS SPECIAL ACT IS
06C SAVED SALARY RATE EXPIRES UNLESS TERMINATED EARLIER BY
07A RECIPIENT OF AN EXECUTIVE OFFICE FOR UNITED STATES ATTORNEYS  DIRECTOR'S
o7c THE WAITING PERIOD FOR YOUR NEXT STEP INCREASE IS WEEKS FROM
08A ELIGIBILITY NEXT FULL APl WILL BE IN APRIL,
08C APPROPRIATION.
09A YOUR SALARY HAS BEEN ADJUSTED TO REFLECT A CHANGE IN SPECIAL RATE
0sc EMPLOYEE IS A PARTICIPANT IN AN ORGANIZED WORK STUDY PROGRAM
100 THIS CORRECTS BLOCK 30, RETIREMENT PLAN, FROM CODE () TO CODE ( il
€D Intemnet | Protected Mode: On H100% ~

Step Action

14. Enter the desired information into the SF50 Remark Code field. Enter a
valid value e.g. "M06".

15. Click the Look Up button.

16. Click the MO6 link.
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Search:

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

I Worklist
— Wi
— Worklist Details
— Navigator

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Home Worklist Add to Favorites Sign out

New Window | Customize Page |

PAR Remarks

EmplID 181045 Empl Red #
Effective Date 01/04/2009 Effseq 11 NOA Code 142
PAR Remarks
Remark CD:
pos & Insertion Required

REASON FOR TEMPORARY APPOINTMENT:

OK Cancel

Done

€ Internet | Protected Mode: On

H100% -

Step

Action

Click the OK button.
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Search:

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[> Organizational Development

[» EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Add to Favorites Sign out

New Window | Customize Page |

{ Data Control ' PersonalData §~  Job

| Position | Compensation |

1y

t2 | BenefitData |,

HANKERSON,KENNETH J

Effective Date: [01/04/2009
Effective Seq 1

Auth Date
*Action:

WO\ Hire

*Reason Code: |NPS @ permanent Position

F

NOA Code: SES Career Appt

01/22/2009 [ contact Emplid:

EmplD: 181045

Proposed Effective Date: 01/04/2009 [:

Q

PAR Status:
Agency Type

Authority {(1): |P3M @ |Req352311
Authority (2): Q

El

NTE Date:

Print SF-52

Print SF-50
Add Attachment:

& save | [ View Workist | 45! Previous in Workiist

PAR Request#

A123BE1

PAR Remarks

GPPA Website

=) Next in Workist Previous ta

Empl Red Nbr: 0

PRO @

Federal

Award Data

Go To Row

Transaction Status

InProgress

Processed by Human Resources

Tracking Data Justification

Nmtahl Upuatemsmay| 2 Include History | 57

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

.

] b

& Internet | Protected Mode: On

#,100%

Step Action

18.

Click the Personal Data tab.
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Workiist gn out

Search: New Window | Customize Page | /&
» My Favorites Data Control | PersonalData | Job  } Posiion | Compensation 1y t2 | BenefitData |,
> Employee Self Service
oA HANKERSON,KENNETH J EmpliD: 131045 Empl Red#:
[ Position Management
[ Payroll Documents
[ HR Reports - N | .
1> Payroll Processing Effective Date: 01/04/2009 Transaction# /Seq 1 PAR Status: Processed by Human Resources
- Workforce Administration NOA Code: 142 Action Type:  Hire Empl Status:  Active
> Manage Performance
I Mon-Employee Processing
[» Workforce Development
[ Organizational Development First: KEMMETH Middle: J
[ EmpowHR Setup Tables

(HD) Last: HANKERSON Suffix: -
[» EmpowHR User Security

(HD) Name: HANKERSOM KENNETH J
1> SetUp HRMS Pref First Name 3
= Worklist

— Wo =

- Worklist Details ©Male O Female -

— Navigator c:";es':m - BT USA United States
[> Reparting Tools ral us: o ~ i i

Citizenship: |1_Q US Citizen/Naturalization
— Change My Password | irth:  |01/20/1978 [
— My Personalizations Date of Birth:
L Sistem Profils Disability Code: 08 2 no Handicap RNO: @
— My Dictionary
- EmpowHR Documentation Date of Death:
[T Hispanic [] Native American [] Asian [ African American [C1Hawaiian Pacific Islander [ white
Additional Birth Info Address Info Phone Nbrs Velerans Info  Marital Info Details
Country: USA & ~Type/Description: PR - SSH: 502-41-3999

Done & Intemet | Protected Mode: On H100% ~

Step Action

19.

Click the White option.

20.

Click the Additional Birth Info link.
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Home Worklist Add to Favorites Sign out

Search: New Window | Customize Page | &

®

© My Favorites Additional Birth Information

> Employee Self Service
> PAR Processing Birth Location:
[ Position Management
[ Payroll Documents Birth State: h
[ HR Reports
[> Payrall Processing
[> Workforce Administration
> Manage Performance 0K Cancel
I Mon-Employee Processing
[» Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD)
[» EmpowHR User Security
(HD)
[ Set Up HRMS
= Worklist
— Worklist
— Worklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Birth Country:  USA Q United States

Done € Internet | Protected Mode: On #100% ~

Step Action

21. Enter the desired information into the Birth Location field. Enter a valid
value e.g. "Alexandria".

22. Click the Birth State list.
| -]

23. Click the scroll bar.
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Search:

®

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[> Set Up HRMS

= Worklist

Wi

orklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Additional Birth Information
Birth Location: ~ Alexandria
Birth State: -
" . |Missouri -
Birth Country: |0 4o
Nebraska
OK CanqMevada
——|Mew Hampshire
Mew Jersey
New Mexico
New York

North Carolina
North Dakota
Ohio
Oklahoma
Oregon
Pennsylvania
Puerto Rico
Puerto Rico
Rhode Island
South Carolina
South Dakota
Tennessee
Texas

Utah

VIRGIN ISLANDS
Vermont
Virginia
Washington
‘West Virginia
Wisconsin
‘Wyoming

]

New Window | Customize Page |

Add to Favorites Sign out

Done

€ Internet | Protected Mode: On

H100% -

Step Action

24. Click the Virginia list item.

[virginia
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Search: New Window | Customize Page | /&

© My Favorites Additional Birth Information

> Employee Self Service

I PAR Processing Birth Location:  Alexandria

[ Position Management —_—
I Payroll Documents Birth State: e
[ HR Reports N .

I> Payroll Pracessing Birth Country:  USA Q United States

[> Workforce Administration

> Manage Performance 0K Cancel

I Mon-Employee Processing —I _I

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

> EmpowHR User Security
(HD)

[ Set Up HRMS

I Worklist

— Worklist Details

— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Done € Internet | Protected Mode: On H100% ~

Step Action
25. Click the OK button.

76|Page



FurowHR

SOLUFTONS
P ST O BATERA

Training Guide

Workflow Government Printing Office

Add to Favorites Sign out
Search: New Window | Customize Page | /&
» My Favorites Data Control | PersonalData | Job  } Posiion | Compensation 1y t2 | BenefitData |,
> Employee Self Service
A HANKERSON,KENNETH J EmpliD: 131045 Empl Red#:
[ Position Management
[ Payroll Documents
[ HR Reports - N | .
1> Payroll Processing Effective Date: (01/04/2009 Transaction# /Seq 1 PAR Status: Processed by Human Resources
- Workforce Administration NOA Code: 142 Action Type:  Hire Empl Status:  Active
> Manage Performance
I Non-Employee Processing
[» Workforce Development
[ Organizational Development First: KEMMETH Middle: J
[ EmpowHR Setup Tables
(HD) Last: HANKERSON Suffix: -
[» EmpowHR User Security
(HD) Name: HANKERSOM KENNETH J
1> SetUp HRMS Pref First Name 3
= Worklist
i )
orklist Details Female
— Navigator ?";Z':ﬂm - *Country: United States
[> Reparting Tools ral st o ~ i i
Citizenship: |1_Q US Citizen/Naturalization
— Change My Password | irth:  |01/20/1978 [
— My Personalizations Date of Birth:
— My System Profile Disability Code: |95 X No Handicap RNO: Q
— My Dictionary
- EmpowHR Documentation Date of Death:
[T Hispanic [] Native American [C] Asian [ African American [C1Hawaiian Pacific Islander [¥] white
Additional Birth Info Address Info Phone Nbrs Velerans Info  Marital Info Details
Country: USA & ~Type/Description: PR - SSH: 502-41-3999
& Intemnet | Protected Mode: On H100% ~

Step Action

26.
Phone Mbrs

Click the Phone Nbrs link.
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Home Workist Add to Favorites Sign out
Search: New Window | Customize Page | /&

1 My Favorites Personal Phone Numbers

> Employee Self Service

> PAR Processing

I+ Posifion Management ; First [ 1 or1 [ Last

[ Payroll Documents "

[ HR Reports ZPhone Type  Eff Date .. —.  Preferred

[> Payrall Processing o

[> Workforce Administration 1 ¥ | 0110472008 a =

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security

(HD) OK Cancel
[> Set Up HRMS —I _I

I~ Worklist
— Waorklist
— Worklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Done € Internet | Protected Mode: On %100% ~

Step Action

217. Enter the desired information into the Telephone field. Enter a valid value
e.g. "5041111234".

28. Click the Preferred option.

[

29. Click the Add a new row at row 1 (Alt+7) button.
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Home VWorklist Add to Favorites

Search: New Window | Customize Page | /B

[ My Favorites Persenal Phone Numbers

> Employee Self Service
I~ PAR Processing
— Hire Employee
- Update Reports To .
— Mass Reports to Update ‘Phone Tyoe  Eff Date

— Address Processing
_ Adiudication Information 1 Home ~ 01/04/2008 504/111-1234 =
2 Home ~ | 01/04/2009 ] =

Ehone = proferreq

g
- Update Applied Action
- Correct Applied Action
- Cancel Applied Action SZTH‘)“”USW
— Create New Oprid
— Emplovee Password Resel)
— Mass Actions
— Deparimental Transfer
— Employee Security
Clearance

I Position Management

> Payroll Documents

[* HR Reports

[ Payroll Processing

[» Workforce Administration

[> Manage Performance

> Non-Employee Processing

> Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Diclionary

— EmpowHR Documentation

€ Internet | Protected Mode: On H100% ~

Step Action

30. Click the Business selection on the drop down box.

Business
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L = | =) Home Workist Add to Favorites Sign out

Search: New Window | Customize Page | /&

®

[: My Favorites Personal Phone Numbers

> Employee Self Service
> PAR Processing

[ Position Management
[» Payroll Documents
e *PhoneType  Eff Date __ Preferred

[> Payrall Processing

[> Workforce Administration 1 Home « 01/04/2009 504/111-1234 [=1
[ Manage Performance 2 < 01/04/2008 " =

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security

(HD) OK Cancel
[ Set Up HRMS —I _I

I~ Worklist
— Wi
— Worklist Details
— Navigator

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Done € Internet | Protected Mode: On #100% ~

Step Action

31. Enter the desired information into the Telephone field. Enter a valid value
e.g. "5041121234",

32. Press [Tab].
33. Click the OK button.
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Add to Favorites Sign out
Search: New Window | Customize Page | /&
» My Favorites Data Control | PersonalData | Job  } Posiion | Compensation 1y t2 | BenefitData |,
> Employee Self Service
A HANKERSON,KENNETH J EmpliD: 131045 Empl Red#:
[ Position Management
[ Payroll Documents
[ HR Reports - N | .
1> Payroll Processing Effective Date: (01/04/2009 Transaction# /Seq 1 PAR Status: Processed by Human Resources
- Workforce Administration NOA Code: 142 Action Type:  Hire Empl Status:  Active
> Manage Performance
I Non-Employee Processing
[» Workforce Development
[ Organizational Development First: KEMMETH Middle: J
[ EmpowHR Setup Tables
(HD) Last: HANKERSON Suffix: -
[» EmpowHR User Security
(HD) Name: HANKERSOM KENNETH J
1> SetUp HRMS Pref First Name 3
= Worklist
i )
orklist Details Female
— Navigator ?";Z':ﬂm - *Country: United States
[> Reparting Tools ral st o ~ i i
Citizenship: |1_Q US Citizen/Naturalization
— Change My Password | irth:  |01/20/1978 [
— My Personalizations Date of Birth:
— My System Profile Disability Code: |95 X No Handicap RNO: Q
— My Dictionary
- EmpowHR Documentation Date of Death:
[T Hispanic [] Native American [C] Asian [ African American [C1Hawaiian Pacific Islander [¥] white
Additional Birth Info Address Info Phone Norg Veterans Info Marital Info Details
Country: USA & ~Type/Description: PR - SSH: 502-41-3999
& Intemnet | Protected Mode: On H100% ~

Step

Action

34.

Click the Education Details link.
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Add to Favorites Sign out

Search: New Window | Customize Page | /&

I My Favorites Education Details

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[+ Organizational Development *Education Level: aQ

|3 (E'%;;uwHRSetupTables Year Acquired -

[» EmpowHR User Security - 5
(HD) ** Enter only for Post High School Education

1> Set Up HRUS

I Worklist

Highest Level of Education is displayed first. Highest Level of Education is transmitted to NFC.

EmpliD 181045

m

Education Major A

Worklist Details Major Specialization -
— Navigator

> Reporting Tools

— Change My Password
— My Personalizations Country: usa Q State: Q
— My System Profile
— My Dictionary School Code: Q
— EmpowHR Documentation

€ Internet | Protected Mode: On H100% ~

Step Action
35. Click the Look up Education Level (Alt+5) button.

=
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Search:

> My Favorites
> Employee Self Service
> PAR Processing

Look Up Education Level

begins with +

[> Position it

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Description: begins with =

Look Up Clear Cancel | Basic | ookup

Search Results

122 0f22

[Accomplishment Description

02
02
04
05
06
o7
08
09

=

SN

&=

@

NS
13 1

Less than grade 8

Elementary School Completed
Some High School

High SchooliGED

Post High School, Occupational
Past High School, Tech Dearee
Less than a vear of college
One vear of college

2 years of college. no degree
Assaciate Deqree

3 years of college. no degree

4 years of college. no degree
Bachelor's deqree
Post-Bachelor's, non-deqgree
Professional degree (e.q. MD)
Past Professional dearee
Masters Degree

Paost-Master's, non-degree
Advanced Masters (6 yr deqree)
Post Advanced Masters.non-deqr
Doctorate deqree
Past-Doctorate

Add to Favorites Sign out

New Window |

€ Internet | Protected Mode: On H100% -

Step Action

36. Click the Bachelor's degree link.

=

Bachelors degree
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Add to Favorites Sign out

Search: New Window | Customize Page | &

I My Favorites Education Details

> Employee Self Service

> PAR Processing

[ Position Management

'; :g:!;ﬁ“mm Highest Level of Education is displayed first. Highest Level of Education is transmitted to NFC.

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[+ Organizational Development *Education Level: 13 Q. Bachelors degree

|3 (E'%;;uwHRSetupTables Year Acquired -

[> EmpowHR User Security - 5
(HD) ** Enter only for Post High School Education

1> Set Up HRUS

I Worklist

EmpliD 181045

m

Education Major A

Worklist Details Major Specialization
— Navigator

> Reporting Tools

— Change My Password
— My Personalizations Country: usa Q State: Q
— My System Profile
— My Dictionary School Code:
— EmpowHR Documentation

Done & Internet | Protected Mode: On #100% ~

Step Action
37. Click the Year Acquired list.

38. Click the scroll bar.
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Search:

®

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing
[» Workforce Development

[> Organizational Development
[ EmpowHR Setup Tables

Education Details

New Window | Customize Page |

Professional Education

Highest Level of Education is displayed first.

EmpliD 181045

*Education Level:

13 Q

Highest Level of Education is transmitted to NFC.

Bachelor's degree

Add to Favorites

Sign out

HD) Year Acquired
[» EmpowHR User Security - 1976 o
(HD) ** Enter only for Post High 1977 n
I Set Up HRMS 1978 L
= Worklist ) ) 1879 1
Wi Education Major 1980 A
1981
orklist Details Major Specialization 1982
— Navigator 1983
> Reporting Tools 1984
— Change My Password . 1985 .
— My Personalizations. Country: 1988 State:
— My System Profile 1987
— My Dictionary School Code: 1088 i
— EmpowHR Documentation 1989
1980
1991
1993
1994
1995
1996 L
1997 L4
1998
1999
2000
2001
2002
2003 5
2004
Done 2005 - € Internet | Protected Mode: On H100% ~

Step

Action

39.

Click the 1992 list item.
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Search:

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

I Worklist

st Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

— EmpowHR Documentation

Education Details

Highest Level of Education is displayed first.

EmpliD 181045

*Education Level: 13 aQ
-

** Enter only for Post High School Education

Year Acquired

Education Major

Major Specialization

Country: usa @

School Code:

Add to Favorites Sign out

MNew Window | Custc o

Highest Level of Education is transmitted to NFC.

Bachelor's degree

m

State: Q

Done

€ Internet | Protected Mode: On H100% ~

Step

Action

40.

Click the Education Major list.
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Search:

®

> My Favorites
> Employee Self Service
> PAR Processing
[ Position Management
[ Payroll Documents
[ HR Reports
[> Payrall Processing
[> Workforce Administration
> Manage Performance
I Non-Employee Processing
[» Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD)
[» EmpowHR User Security
(HD)
[ Set Up HRMS
= Worklist
Wi
orklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Education Details

AGRICULTURAL BUSINESS AND PRODUCTION
AGRICULTURAL SCIENCES
ARCHITECTURE AND RELATED PROGRAMS
AREA, ETHNIC AND CULTURAL STUDIES
BIOLOGICAL SCIENCESILIFE SCIENCES

COMMUNICATIONS

; COMMUNICATIONS TECHNOLOGIES
BriesSon s Exuc s COMPUTER AND INFORMATION SCIENCES

Highest Level of Education

EmpllD 181045

*Education Level:

Year Acquired

** Enter only for Post Higl

Education Major

Major Specialization

Country:

School Code:

CONSTRUCTION TRADES

EDUCATION

ENGINEERING

ENGINEERING-RELATED TECHNOLOGIES

FOREIGN LANGUAGES AND LITERATURES

HOME ECONOMICS
LAW AND LEGAL STUDIES

LIBRARY SCIENCE

MATHEMATICS

MECHANICS AND REPAIRS

MILITARY TECHNOLOGIES
MULTMNTERDISCIPLINARY STUDIES

PERSONAL AND MISCELLANEOUS SERVICES
PHILOSOPHY AND RELIGION

BUSINESS MANAGEMENT AND ADMINISTRATIVE SERVICES

CONSERVATION AND RENEWABLE NATURAL RESOURCES

ENGLISH LANGUAGE AND LITERATURE/LETTERS

HEALTH PROFESSIONS AND RELATED SCIENCES

LIBERAL ARTS AND SCIENCES, GENERAL STUDIES AND HUMANITIE!]

MARKETING OPERATIONSIMARKETING AND DISTRIBUTION

PARKS, RECREATION, LEISURE AND FITNESS STUDIES

usa Q State: [5Y

Add to Favorites

New Window | Customize Page | &,

Sign out

m

Done

& Internet | Protected Mode: On

H100% -

Step

Action

41.

Click the COMPUTER AND INFORMATION SCIENCES list item.
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Search:

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[> Organizational Development

[» EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

st Details

— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Add to Favorites Sign out

New Window | Customize Page |

Education Details

Highest Level of Education is displayed first. Highest Level of Education is transmitted to NFC.

EmpliD 181045

*Education Level: 12 Q. Bachelors degree

Year Acquired 19892 -

** Enter only for Post High School Education

Main Content

Education Major

Major Specialization A

Country: usa @ State: Q

School Code:

Done

w € Internet | Protected Mode: On %100% ~

Step Action

42. Click the Major Specialization list.
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Search:

®

> My Favorites
> Employee Self Service
> PAR Processing
[ Position Management
[ Payroll Documents
[ HR Reports
[> Payrall Processing
[> Workforce Administration
> Manage Performance
I Non-Employee Processing
[» Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD)
[» EmpowHR User Security
(HD)
[ Set Up HRMS
= Worklist
Wi
orklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Education Details

Professional Education

Highest Level of Education
EmpliD 181045

*Education Level:

Artificial Intelligence And Robotics

ComprAnformation Technlgy Services Adm And Manageme!
Computer And Information Sciences, Other

Computer And Information Systems Security

Computer Graphics

Computer Programming

Computer Programming Special Applications

Computer Programming, Other

Computer Programming, Vendor/Product Certification
Computer Science

Computer Software And Media Applications, Other
Computer Systems Analysis

Computer Systems |
Computer and Information Sciences, General

Computer and Information Sciences, Other

Data Entry/Microcomputer Applications, General

Data Entry/Microcomputer Applications, Other

Data Modeling/Warehousing And Database Administration
Data Processing Technology/Technician

Year Acquired Information Sciences and Systems

Information Technology
** Enter only for Post High System Administration/Administrator
System, Networking, And Lan/Wan ManagementManager
Web Page, Digital/Multimedia And Information Resources Desian
Major imedia Management And Webmaster
. ‘Word Processing

Major

Country: usa @ State: Q

School Code:

Add to Favorites Sign out

New Window | Customize Page |

m

Done

€ Internet | Protected Mode: On

H100% -

Step Action

43.

Click the Computer Science list item.
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Add to Favorites Sign out

Search: Mew Window | Custc o

I My Favorites Education Details

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[+ Organizational Development *Education Level: 13 aQ Bachelors degree

|3 (E'%;;uwHRSetupTables Year Acquired 1092 -

[» EmpowHR User Security - 5
(HD) ** Enter only for Post High School Education

1> Set Up HRHS

I Worklist

Highest Level of Education is displayed first. Highest Level of Education is transmitted to NFC.

EmpliD 181045

m

Education Major COMPUTER AND INFORMATION SCIENCES -
Wariist Detals Major Specialization -

— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary School Code:
— EmpowHR Documentation

Country: usa @ State: Q

Done 1 & Internet | Protected Mode: On H100% ~

Step Action
44, Click the Scroll Bar.
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Search:

®

> My Favorites
> Employee Self Service
> PAR Processing
[ Position Management
[ Payroll Documents
[ HR Reports
[> Payrall Processing
[> Workforce Administration
> Manage Performance
I Non-Employee Processing
[» Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD)
[» EmpowHR User Security
(HD)
[> Set Up HRMS
= Worklist
Wi
orklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

EmplD 181045

“Education Level:

Year Acquired

Education Major

Major Specialization

Country:

School Code:

OK Cancel

Highest Level of Education is displayed first.

** Enter only for Post High School Education

Add to Favorites Sign out

Highest Level of Education is transmitted to NFC.

13 Q

1992 -

Bachelors degree

COMPUTER AND INFORMATION SCIENCES -

Computer Science -

usa Q State: Q

m

Done

€ Internet | Protected Mode: On #100% ~

Step Action

45, Click the OK button.
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Search:

> My Favorites

> Employee Self Service
> PAR Processing

[ Position Management
[ Payroll Documents

[ HR Reports

Add to Favorites

New Window | Customize Page |

Job

Data Control | Personal Data

| Position | Compensation |

t2 | BenefitData |,

HANKERSOM, KENMETH J

EmpliD:

181045

EmplRed# 0

Sign out

1> Payroll Processing Effective Date: (01/04/2009 Transaction# /Seq 1 PAR Status: Processed by Human Resources
- Workforce Administration NOA Code: 142 Action Type:  Hire Empl Status:  Active
> Manage Performance
I Non-Employee Processing
[» Workforce Development
[ Organizational Development First: KEMMETH Middle: J
[ EmpowHR Setup Tables

(HD) Last: HANKERSON Suffix: -
[» EmpowHR User Security

(HD) Name: HANKERSOM KENNETH J
1> SetUp HRMS Pref First Name 3
= Worklist

it Detail: =

~ Workiist Detalls © Male Female -

- Navigator fl;e";es';m - “Country: Uh| United States
[> Reparting Tools ral st o ~ i i

Citizenship: |1_Q US Citizen/Naturalization
— Change My Password | irth:  |01/20/1978 [
— My Personalizations Date of Birth:
— My System Profile Disability Code: |95 X No Handicap RNO: Q
— My Dictionary
- EmpowHR Documentation Date of Death:
[T Hispanic [] Native American [C] Asian [ African American [C1Hawaiian Pacific Islander [¥] white
Additional Birth Info Address Info Phone Nbrs Veterans Info Marital Info Details
Country: USA & ~Type/Description: PR - SSH: 502-41-3999
& Intemnet | Protected Mode: On H100% ~

Step Action

46.

Click the Job tab.
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Search:

®

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

Wi

orklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

New Window | Customize Page |

Add to Favorites

| DataControl  Personal Data

Job  { Position | C Y 1 )

2 | BenefitData |

HANKERSON, KENNETH J

EmplD: 131045 : 0

Effective Date: (1/04/2009 Transaction# /Seq 1 PAR Status: Processed by Human Resources
NOA Code: 142 Action Type: Hire Empl Status:  Active
Position: 90376918 QL Ki- 4401- 06 PPW(RECEIVING & Position Management Record
DISTRIBUTION) o )
NFC Position# 01658221 Refresh Position Data Position Override
Job Code: 179020 K- 4401- 06 PPW(RECEIVING & DISTRIBUTION)
Master RCD# 40530
Agency: LP Government Printing Office Losing/Gaining Dept.: Q
Sub-Agency:  LP Government Printing Office
Business Unit: GPO Government Printing Office
Department: 938457 CONGRESSIONAL PRTG MGMT DIV LP1542000000000000
Location: 110010001 ,bCc Departmental Hierarch
Tax Location: FY: 2009 Detail
NFC Job Infomation
Previous Class Action -
Previous Sub-Agency Q

Sign out

n

Done

& Internet | Protected Mode: On

#,100%

Step Action

47. Click the Look up Losing/Gaining Dept. (Alt+5) button.

=
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Search:

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

st Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

— EmpowHR Documentation

Look Up Losing/Gaining Dept.

Agency: begins with «
Description: begins with =

Look Up Clear Cancel | Basic | ookup

Search Results
View All 1-100 of 159 [}] Last

ency Descriptio

Military

Unknown

Dealh

University emp

Student

Sel-employed

Relirement

Foreign country or corporation
Private industry
Unemployment

State or Local Gvt

Department of the Air Force
Department of Agriculture

Natl Found on Arts & Humanit
Intl Dev and Coop Admin
Appalachian Regional Comm
Department of the Army

Fed Labor Relations Authority
Arctic Research Commission
Merit Systems Protection Board
Def Nuc Facilities Safety Bd
Pension Benefit Guaranty Corp
Commission for Preservation
lllinois and Michigan Canal
James Madison Memorial Fellshp

’E\EEE\%‘%\%\E\’c’\%\%\EE\%\w’%\“ﬁ\%‘;\?I%I%!I‘;I%I?IBIEI;E’

Add to Favorites Sign out

New Window |

n

€ Internet | Protected Mode: On H100% ~

Step

Action

48.

Click the Unknown link.

e

Unknown
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Add to Favorites Sign out
Search: New Window | Customize Page | /&
» My Favorites [ DataControl | PersonalData | Job | Posiion  Gi Y 1 ) 2 | BenefitData |
> Employee Self Service
> PAR Processing
> Position Management HANKERSON KENNETH J EmpliD: 181045 ;0
[ Payroll Documents
I HR Reports Effective Date: 01/04/2009 Transaction# /Se 1 PAR Status: P d by Human R
> Payroll Processing 3 q : rocessed by Human Resources
I Warkforce Administration NOA Code: 142 Action Type:  Hire Empl Status:  Active
> Manage Performance
I Non-Employee Processing L
I Warkforce Development Position: 90376918 QU iox- 4404- 05 PPW(RECEIVING & Position Management Record E
[> Organizational Development DISTRIBUTION) B position Overrid
D (E'%;;uwHRSetupTables NFC Position# 01658221 Refresh Position Data sition TTide
[ (ErTDD)WHR User Security Job Code: 179020 KX- 4401- 06 PPW(RECEIVING & DISTRIBUTION)
I Set Up HRMS Master RCD# 40530
= Worklist
Wi
orklist Details B .
- Mavigator Agency: LP Government Printing Office Losing/Gaining Dept.: B S Unknown
[ Reporting Tools Sub-Agency:  LP Government Printing Office W
— Change My Password
— My Personalizations .
_ My System Profile Business Unit: GPO Government Printing Office
— My Dictionary Department: 938457 CONGRESSIONAL PRTG MGMT DIV LP1542000000000000
- EmpowHR Documentation
Location: 110010001 ol Departmental Hierarchy
Tax Location: FY: 2009 Detail
NFC Jab Infomation
Previous Class Action hd
Previous Sub-Agency Q

Done & Intemet | Protected Mode: On H100% ~

Step Action

49.

Click the Position tab.

95 |Page




EvrowHR Training Guide

SOLUFIONS
FRIE TR TU PATIRS

Add to Favorites Sign out
Search: New Window | Customize Page | /&,
b My Favorites /[ DataControl | PersonalData | Job | Position Y Gi Y 1 ) 2 | BenefitData |

> Employee Self Service
> PAR Processing

 Pasition Managsment HANKERSON,KENNETH J EmplD: 181045 EmplRcd#: 0

[ Payroll Documents

I HR Reports Position Data

[> Payrall Processing Effective Date: 01/04/2009 Transaction# /Seq 1 PAR Status: Pracessed by Human Resources
[> Workforce Administration NOA Code: 142 Action Type:  Hire Empl Status:  Active

> Manage Performance
I Non-Employee Processing

I Workforce Development LEO Position: Mot Applicable SF-113G Ceiling  “Reqular Shift: | ot Applicable
[> Organizational Development f .
[ EmpowHR Setup Tables POI: 2986 Q WASHINGTON, DC Rate | Factor:
(HD) i
I: EmpowHR User Security Pay Group: NFC NFC Biweekly
HD i
|> ‘S;m &p HRIS Pay Frequency:  BiweeklyB Holiday Schedule:  FHL  CL FED Holiday Schedule
= Worklist X -
Work Period: w Q Type Appt:

st Details Posn Occupied: Competitive -
— Mavigator ~Em) . 8 Q
ployee Type: . Full Time -
» Reporting Tools Salaried Work Schedule:
— Change My Password Fund Source *FLSA Status: Nonexempt Job Indicator:  Primary
— My Personalizations E
— My System Profile Cz""’i’r*t_ Not Applicable  ~ Adds to FTE Actual Count
— My Dictionary ssification:
40.00

- EmpowHR Documentation “Reg/Temp: Regular Standard Hours: FTE:

Supervisor Level:  All Other Positions

Special Position Q

Code

View Worklist | 1[5 Previous in Werklist | 4f5] Next in Worklist Previous tab Update/Display | /2] Include History

B

Data Control | Personal Data | Job | Position | Corr 1 | Emplovment 1 | Emplovment 2 | Benefit Data

Done € Internet | Protected Mode: On H100% -

Step Action
50. Click the Type Appt list.

| -
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Search:

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

Wi

orklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Add to Favorites Sign out

New Window | Customize Page |

/[ DataControl | PersonalData | Job | Position Y G Y 1 )

2 | BenefitData |

HANKERSON, KENNETH J EmpliD: 181045 EmplRcd#: 0

Position Data

Effective Date: 01/04/2009 Transaction# /Seq 1 PAR Status: Pracessed by Human Resources
HOA Code: 142 Action Type:  Hire Empl Status:  Active
LEO Position: Mot Applicable [¥] SF-113G Ceiling *Regular Shift: | Mot Applicable
POI: 2986 Q) WASHINGTON, DC Rate / Factor:
Pay Group: NFC NFC Biweekly
Pay Frequency:  BiweeklyB Holiday Schedule:  FHL  CL FED Holiday Schedule
Work Period: woQ Type Appt:
Posn Occupied: Competitive-Career, SES Career
*Employee Type: S Q . Competitive-Career-Conditional
Salaried Work Schedule: | o mpetitive-Temporary. Spl Need
Fund Source *FLSA Status: Competitive-Term, Taper,Indef..
Empl Excepted-Conditional
_’ - Not Applicable - Adds to FTE Actual C¢Excepted-indefinite, Expt-Limi
Classification: - Excepted-Permanent, SES-NonCar
*RegiTemp: egular Standard Hours: Excepted-Temp,SES-Time-Limited

Supervisor Level:  All Other Positions

Special Position Q

Code

& save |

HNext tab

Data Control | Personal Data | Job | Position | Corr

View Worklist | 1[5 Previous in Werklist | 45 Next in Worklist Previous tab Update/Display | /&) Include History

B

1 | Emplovment 1 | Emplovment 2 | Benefit Data

Done

& Internet | Protected Mode: On H100% -

Step

Action

51.

Click the Excepted-Permanent, SES-NonCar list item.

[Excepted-Permanent, SES-NonCar |
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Add to Favorites Sign out
Search: New Window | Customize Page | /&
iy Esvoriios /[ DataControl | PersonalData | Job | Position Y Gi Y 1 ) 2 | BenefitData |
> Employee Self Service
> PAR Processing
 Pasition Managsment HANKERSON,KENNETH J EmplID: 131045 EmplRcd#: 0
[ Payroll Documents
I HR Reports Position Data
[> Payrall Processing Effective Date: 01/04/2009 Transaction# /Seq 1 PAR Status: Pracessed by Human Resources
1> Workforce Administration NOACode: 142 Action Type:  Hire Empl Status:  Active
> Manage Performance
I Non-Employee Processing S - —

I Workforce Development LEO Position: Mot Applicable SF-113G Ceiling  “Regular Shift: | 1ot Applicable
[> Organizational Development | .
[ EmpowHR Setup Tables POI: 2086 Q WASHINGTON, DC Rate /Factor:
(HD) .
I: EmpowHR User Security Pay Group: NFC NFC Biweekly
(HD) . .
© Set Up HRMS Pay Frequency:  BiweeklyB Holiday Schedule:  FHL  CL FED Holiday Schedule
= Worklist - Excepted-Permanent, SES-NonCar -
PEUTTE—  Vokeros W (A TypoRew
— Worklist Details Posn Occupied: Competitive -
— Mavigator *Em) . 8 Q
ployee Type: . Full Time -
> Reporting Tools Salaried Work Schedule:
B e Fund Source *FLSA Status: Nonexempt Job Indicator:  Primary
— My Personalizations E

- My System Profile Cz‘s";’r:tm_ Not Applicable v Adds to FTE Actual Count
— My Dictionary -

- EmpowHR Documentation “Reg/Temp: Regular Standard Hours: 40.00 FTE:

Supervisor Level:  All Other Positions

Special Position Q

Code

View Worklist | 1[5 Previous in Werklist | 45 Next in Worklist Previous tab Update/Display | /2] Include History

B

Data Control | Personal Data | Job | Position | Corr 1 | Emplovment 1 | Emplovment 2 | Benefit Data

Done € Internet | Protected Mode: On H100% ~

Step Action

52. Click the Compensation tab.
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Search:

®

> My Favorites
> Employee Self Service
> PAR Processing
[ Position Management
[ Payroll Documents
[ HR Reports
[> Payrall Processing
[> Workforce Administration
> Manage Performance
I Non-Employee Processing
[» Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD)
[» EmpowHR User Security
(HD)
[ Set Up HRMS
= Worklist
Wi
orklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Add to Favorites Sign out

New Window | Customize Page |

| DataControl | Personal Data

Jon 1 ) 2 | BenefitData |

| Postion ' C ion

HANKERSON, KENNETH J

Effective Date: 01/04/2009 Transaction# /Seq 1 PAR Status: Processed by Human Resources

+
NOA Code: 142 Action Type:  Hire Empl Status:  Active =
Pay Rate Determinant: R TENGE Rl ~ Pay Basis: PerHour =

Pay Plan i*“Table/Grade: [KX QU

Rtnd PP/Table/Grade:
Variable FT Reg Tour of Duty

Retention Rights End Date
Retained Occ Series Code
Retained Occ Functional Code
Retained Pay Table

Base Pay:
Locality: 4.0
Adjusted Base Pay:

Total Pay:

Other Pay Information

—

EmplID: 181045 EmplRcd#: 0

06 . step: | 1 Stop Entry Date: 010422008

Step: Grade Entry Date; |01/04/2009

n

Retained Grade

Compensation Freguency:
Annuity Offset Amount:

Hourly

[7 Benefit Base Override  FEGLI Base: 52

Expected Pay Accounting Info

2 Savel B View WDrinsll 45! Previous in Worklist | 4] Next in Workiist | Prewnuslahl Update!Dssp\ayl 2] Include History
Hext tab
Niata Cantenl | Parcanal Data | Ink | Bacitian | Oy 1 41 2| Bonafit Diata il

Done

€ Internet | Protected Mode: On #100% ~

Step Action

53.

Click the Employment 1 tab.
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Worklist Add to Favorites

Search: Mew Window | Customize Page | n&
b My Favorites ® [ DataControl | PersonalData | Job | Posiion Y Gi i 1 t2 | BenefitData |,

> Employee Self Service
> PAR Processing
 Pasition Managsment HANKERSON,KENNETH J EmplD: 131045 EmplRed#: 0

[ Payroll Documents

I HR Reports Employment Data 1 Find| View All _ First 4] 1 or1 [ Last
1> Payroll Frocessing Effective Date: (01/04/2009 Transaction# /Seq 1 PAR Status:  Processed by Human Resources

[> Workforce Administration ==
[> Manage Performance NOA Code: 142 Action Type:  Hire Empl Status: Active

I Non-Employee Processing

[> Workforce Development " . 1) Exp Dates
[> Organizational Development EOD Dr: 010412009 Hire NTE Dt: B
[ EmpowHR Setup Tables Rehire Dt: Separation Dt: Next Review Dt: Appt Data

(HD)
i %SE]D)UWHR JEERIE] Leave: El Retire: e Conv Begin Date:
za?r::;:‘ms RIF: ) TSP: [ |career Tenure Date: ]
Seupay: C
— Waorklist Details
— Navigator
> Reporting Tools
— Change My Password WG Status: Watting  ~ Last Increase Dt:
— My Personalizations
_ My System Profile WGI Due Date: SCD-WGI: El
— My Dictionary
— EmpowHR Documentation

& save ‘ [ view Workist | 175! Previous in Workiist | 4[5 Next in Workist Previous tab Update!Dssu\ay‘ ] Include History |
Hext tab B

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data

Done € Internet | Protected Mode: On #100% ~

Step Action

54. Enter the desired information into the Leave field. Enter a valid value e.g.
"01042009".

55. Press [Tab].

56. Enter the desired information into the RIF field. Enter a valid value e.g.
"01042009".
57. Enter the desired information into the TSP field. Enter a valid value e.g.

"01042009".

58. Enter the desired information into the Career Tenure Date field. Enter a
valid value e.g. "01042009".

59. Click the Employment 2 tab.
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Search:

®

> My Favorites

[> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

Wi

orklist Details

— Navigator

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Done

Add to Favorites Sign out
New Window | Customize Page | /&
[ DataControl | PersonalData | Job | Posiion Y Gi Y t1 | Employ 2 ' Benefit Data
HANKERSON, KENNETH J EmplD: 181045 Empl Rcd#: 0

Employment Data 2
Effective Date: 01/04/2009 Transaction# (Seq 1 PAR Status: Processed by Human Resources
NOA Code: 142 Action Type:  Hire Empl Status:  Active
Bargaining Unit: 4 Last Date Worked @
Union Code:
Union Anniversary Date: Begin Date:
Tenure: I - Expires Date: Gl L
Reports To Q Reports To Q,
Supervisor ID Q Supervisor ID Q

Supv/Mar Prob Period Reqrd A
Emp Probation Period Date [5 SupvMgrl Prob Period Date
Salary Share Code - Coop Overtime Rate
Coop Share Amt Coop Holiday Rate
Probation Dates Non Pay Data Security Info
1 cave | B vrimuns ttarttios | +1 Ormssieuso in winrttiot | 1 ot in thtncbtios | pravvinuse tan | E tndatamiontas | Bl inckita tisten, | 7
.
€ Intemnet | Protected Mode: On H100% ~

Step Action

60.

Click the Tenure: list.
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Search:

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Add to Favorites

Sign out

New Window | Customize Page |

[ DataControl | PersonalData | Job

| Postion Y Gi

Y t1 | Employ

HANKERSON, KENNETH J EmplID:

181045

EmplRcd#: 0

2} Benefit Data

ployment Data 2

Effective Date: 01/04/2009 Transaction# (Seq
NOA Code: 142 Action Type:  Hire
Bargaining Unit: 4

Union Code:

Union Anniversary Date:

Tenure:
Group |
Group Il
Reports To Group Il
N D Notin aretention gr

Emp Probation Period Date

Salary Share Code

Coop Share Amt

1 cave | B vimuns ettt | +E1 Drmieuso in winetios |

1 PAR Status: Processed by Human Resources
Empl Status:  Active
Last Date Worked [l
Begin Date:
Expires Date: Eﬂ
Reports To Q,
Supervisor ID Q

Mt in winttiot |z Demsiouse tan |
L

Supv/Mar Prob Period Reqrd
Supv/Mgrl Prob Period Date

)

Coop Overtime Rate
Coop Holiday Rate

Probation Dates Non Pay Data

Security Info

1 ntataimisnian. |

EHE

1 tnbite wistans |
r

m

€ Internet | Protected Mode: On

H100% -

Step Action

61.

Click the Not in a retention group list item.
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Search:

> My Favorites

[> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Add to Favorites Sign out

New Window | Customize Page |

[ DataControl | PersonalData | Job

| Postion Y Gi

Y t1 | Employ 2 ' BenefitData

HANKERSON, KENNETH J EmplD: 181045

Employment Data 2

Effective Date: 01/04/2009 Transaction# (Seq 1 PAR Status: Processed by Human Resources
NOA Code: 142 Action Type:  Hire Empl Status:  Active
Bargaining Unit: 4 Last Date Worked @
Union Code:
Union Anniversary Date: Begin Date:
Tenure: Expires Date: Gl -
Reports To Q Reports To Q,
Supervisor ID Q Supervisor ID Q
Supv/Mar Prob Period Reqrd A

Emp Probation Period Date

[ =

Salary Share Code -

Coop Share Amt

1 cave | B vrimuns ttarttios | +1 Ormssieuso in winrttiot | 1 ot in thtncbtios | pravvinuse tan |
ik

EmplRcd#: 0

Supv/Mgrl Prob Period Date

)

Coop Overtime Rate
Coop Holiday Rate

Probation Dates Non Pay Data Security Info

1 ndtataimionian. | | =

B inchira Histnn.

€ Internet | Protected Mode: On #100% ~

Step Action

62.

Click the Benefit Data tab.
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Aidd to Favorites Sign out
Search: New Window | Customize Page | /&,
b My Favorites [ DataControl | PersonalData | Job | Posiion Y Gi Y 1 ) 2 | BenefitData '_

> Employee Self Service
> PAR Processing

I Position Management HANKERSON, KENNETH J EmpllD: 131045 Empl Rcd#: 0

[ Payroll Documents

[ HR Reports

[> Payroll Processing Effective Date: 01/04/2009 Transaction# /Seq 1 PAR Status: Processed by Human Resources =
[> Workforce Administration

|> Manage Performance NOA Code: 142 Action Type:  Hire Empl Status:  Active

I Mon-Employee Processing
[» Workforce Development
[> Organizational Development

n

I» EmpowHR Setup Tables 2-Ineligible
(GD) 3-Waived
I3 l(E'—r:E]p)anR User Security W Eiigibie  Bending
I Set Up HRMS 6-Court Ordered-Enrolled
I Worklist

7-Court Ordered-Eligible Pend
8-Court Ordered-Self to Family

- st Details

- Navigator 5-Cancelled B
[> Reparting Tools ["] Transmit Blanks to NFC but Retain value in EMPOWHR
— Change My Password FEHB Date: [

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

[Z] Transmit Blanks to NFC but Retain value in EMPOWHR Explanation of TSP Eligibility Codes

FEGLI Code: C0 & Basiconly
Post 65 Basic Life Reduction: Q,
= Living Benefits Living Coverage Amount: FEGLI Coverage Amt:

[CIFEGLI Court Order

Done

& Internet | Protected Mode: On H100% -

Step Action

63. Click the 4-Eligible - Pending option.
| @ 4 Eiigibie - Banding]

64. Click the TSP Eligibility list.
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Search:

> My Favorites

[ HR Reports

(HD)

(HD)
[> Set Up HRMS
I~ Worklist
Wi

ork
— Navigator

— My Dictionary

> Employee Self Service
> PAR Processing

> Position Management
[ Payroll Documents

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing
[» Workforce Development

[> Organizational Development
[» EmpowHR Setup Tables

[» EmpowHR User Security

st Details

> Reporting Tools

— Change My Password
— My Personalizations
— My System Profile

— EmpowHR Documentation

Add to Favorites

New Window | Customize Page |

Sign out

[ DataControl | PersonalData | Job | Posiion Y Gi Y 1 )

HANKERSON, KENNETH J EmpllD: 131045 Empl Rcd#: 0

Effective Date:

01/04/2009 Transaction# /Seq 1 PAR Status: Processed by Human Resources

NOA Code: 142 Action Type:  Hire

Empl Status:

Active

O 1-Enrolled

) 4.Eligible - Pending

) 6-Court Ordered-Enrolled
7-Court Ordered-Eligible Pend
) 8-Court Ordered-Self to Family

[/ Transmit Blanks to NFC but Retain value in EMPOWHR
FEHB Date: [

TSP Eligibility

[ZI Transmit Blanks t1 ELIG FOR 1% BASIC GOVT CONTRIB DURING 1ST OPEN SEASON (FERS)
2 ELIG FOR 1% BASIC GOVT CONTRIB DURING 2MD OPEN SEASON (FERS)
3 ELIG IMMED (FERS,CSRS,CSRS-0FF): FERS ELIG IMMED 1% GOVT CONTR.
B INELIGIBLE TO PARTICIPATE IN TSP

9 CURRENTLY PARTICIPATING OR HAS PARTICIPATED IN TSP

CURRENTLY PARTICIPATING OR HAS PARTICIPATED IN TSP

ELIG FOR 1% BASIC GOVT CONTRIB DURING 15T OPEN SEASON (FERS)
ELIG FOR 1% BASIC GOVT CONTRIB DURING 2ND OPEN SEASON (FERS)
ELIG IMMED (FERS,CSRS,CSRS-OFF): FERS ELIG IMMED 1% GOVT CONTR
INELIGIBLE TO PARTICIPATE IN TSP

FEGLI Code:
Post 65 Basic Life Re
[T] Living Benefits

[CIFEGLI Court Ord

2 | BenefitData '_

n

Done

& Internet | Protected Mode: On

H10% -

Step

Action

65.

Click the INELIGIBLE TO PARTICIPATE IN TSP list item.
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Aidd to Favorites Sign out
Search: New Window | Customize Page | /&,
b My Favorites [ DataControl | PersonalData | Job | Posiion Y Gi Y 1 ) 2 | BenefitData '_

> Employee Self Service
> PAR Processing

 Pasition Managsment HANKERSON,KENNETH J EmpliD: 131045 EmplRed#: 0

[ Payroll Documents

[ HR Reports

[> Payroll Processing Effective Date: 01/04/2009 Transaction# /Seq 1 PAR Status: Processed by Human Resources =

[> Workforce Administration
> Manage Performance

I Mon-Employee Processing
[» Workforce Development

NOA Code: 142 Action Type:  Hire Empl Status:  Active

n

[ Organizational Development 1-Enralled
I» EmpowHR Setup Tables 2-Ineligible
o) 3-Waived
I3 (E}:l;]p)uwHR User Security AEligible - Pending
I Set Up HRMS 6-Court Ordered-Enrolled
I Worklist 7-Court Ordered-Eligible Pend

8-Court Ordered-Self to Family
st Details

- Navigator 5-Cancelled B
[> Reparting Tools [“] Transmit Blanks to NFC but Retain value in EMPOWHR
— Change My Password FEHB Date: [

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

INELIGIBLE TO PARTICIPATE IN TSP A
[Z] Transmit Blanks to NFC but Retain value in EMPOWHR Explanation of TSP Eligibility Codes
FEGLI Code: [eo @ Basiconyy
Post 65 Basic Life Reduction: Q,
= Living Benefits Living Coverage Amount: FEGLI Coverage Amt:

[CIFEGLI Court Order

Done & Internet | Protected Mode: On H100% -

Step Action
66. Click the Look up FEGLI Code (Alt+5) button.
[«
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Search:

> My Favorites
> Employee Self Service
> PAR Processing
[ Position Management
[ Payroll Documents
[ HR Reports
[> Payrall Processing
[> Workforce Administration
> Manage Performance
I Mon-Employee Processing
[» Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD)
[» EmpowHR User Security
(HD)
[ Set Up HRMS
= Worklist
Wi
orklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Look Up FEGLI Code

FEGLICode: begins with «

Laokupl Clear | Cancel |BasnggkuD

Search Results

17508 75
cription

Basic+B(3x)
Ineligible - Excluded By Law or Req

FEGLI Cov Ended-12 Months NonPay

Waived

Basic only
BasictA
Basic+C(1x)
Basic+C(2x]
Basic+C(3x)
Basic+C(4x]
Basic+C(5x)
BasictA+C(1x]
BasictA+C(2x)
BasictA+C(3x)

EERicmEBR=EZRARDBIELEBETEERES]

BasictA+C(dx)
Basic+A+C(5x]
Basic+B{1x)
Basic+B(1x)+A
Basic+B{x+C(1x)
Basic+B{1x)+C(2x
Basic+B(IX+C(3x)
Basic+B(1x+C(dx
Basic+B(IxX}+C(5x)
Basic+B(Ixj+A+C(1x
Basic+B(Ix}+A+C(2x)
Basic+B(1xj+A+C(3x
Basic+BUx)+A+Ci4x)

Add to Favorites Sign out

New Window |

m

€ Internet | Protected Mode: On H100% ~

Step

Action

67.

Click the BO link.

Eg

Waived
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Search:

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[> EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

st Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

Add to Favorites Sign out

New Window | Customize Page |

[ DataControl | PersonalData | Job

| Postion Y Gi Y

1 )

2 | BenefitData '_

— EmpowHR Documentation

HANKERSON, KENNETH J

EmpllD: 131045

Effective Date: 01/04/2009 Transaction# /Seq 1

NOA Code: 142 Action Type:  Hire

A-Eligible - Pending
6-Court Ordered-Enrolled

7-Court Ordered-Eligible Pend
8-Court Ordered-Self to Family

5-Cancelled
[“/ Transmit Blanks to NFC but Retain value in EMPOWHR
FEHB Date: [

lity INELIGIBLE TO PARTICIPATE IN TSP

[Z] Transmit Blanks to NFC but Retain value in EMPOWHR

FEGLI Code: o Q. waived
Post 65 Basic Life Reduction: Q,
= Living Benefits Living Coverage Amount:

[CIFEGLI Court Order

EmplRcd#: 0

PAR Status: Pracessed by Human Resources =

Empl Status:  Active

n

Explanation of TSP Eligibility Codes

FEGLI Coverage Amt:

Done

& Internet | Protected Mode: On H100% -

Step Action

68.

Click the scrollbar.

69. Click the A/L Cat Cd list.

[ ]
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Search:

> My Favorites

[ HR Reports

(HD)

(HD)
[ Set Up HRMS
I~ Worklist
Wi

ork
— Navigator

— My Dictionary

> Employee Self Service
> PAR Processing

[ Position Management
[ Payroll Documents

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing
[» Workforce Development

[> Organizational Development
[» EmpowHR Setup Tables

[» EmpowHR User Security

st Details

> Reporting Tools

— Change My Password
— My Personalizations
— My System Profile

— EmpowHR Documentation

[T Living Benefits

-

®

[CIFEGLI Court Order

Living Coverage Amount:

Add to Favorites Sign out

FEGLI Coverage Amt:

Retirement Plan:

FERS Coverage:

[Ma

Previous Retirement Coverage:
Annuitant Indicator:
Annuity Commencement Date:

CSRS Frozen Service:

fao00

Retirement / Termination Info

Agency Use Field:

) save | [ View Workist | 13 Previous in Worklst | 45 et n Workist Previous tab

AIL Cat Cd: Al 45 Days [ [¥] Earn Leave During Pay Period
Leave Ceilin 4 1) ro

N Ineligible
Foreign Lang ™ COLA ANDIOF /Post Diff Code: None -
Allowance %: Quarters Deduction Code: -
SpclEmpICd  [00 @ NOTAPPLICABLE Quarters Deduction Amount:

Never Covered -

IQ—Q Mot Applicable

‘Wage Board Shift Rate Var:

- FERS PrevCovind [

CSRSPrevCovind [[]  Date CBPO Ret Sch

m

UpdateiDisplay| /2] Include History

Data Control | Personal Data | Job | Position | Corr

1| Employment 1 | Employment 2 | Benefit Data

H100% -

€ Internet | Protected Mode: On

Step

Action

70.

Click the 4 Hours list item.
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Add to Favorites Sign out
RPN ——— -
Search: T
® ] Living Benefits Living Coverage Amount: FEGLI Coverage Amt:
[+ My Favorites [ FEGLI Court Order
> Employee Self Service
> PAR Processing
I Position Management AL Cat Ca: - AL 45Days [ Earn Leave During Pay Period
[ Payroll Documents
I HR Reports Leave Ceiling Reason: |
[> Payrall Processing
[> Workforce Administration
> Manage Performance
I Mon-Employee Processing Foreign Lang %: COLA ANDIOr [Post Diff Code:  None -
[» Workforce Development N
[ Organizational Development Allowance %: Quarters Deduction Code: hd
3 (E}:l;];))uwHRSetup Tables Spcl Empl Cd W @ NOTAPPLICABLE Quarters Deduction Amount:
[ EmpowHR User Security Wage Board Shift Rate Var:
(HD)
[ Set Up HRMS
> Worklist Retirement Plan: [Ta =
— <t Details FERS Coverage: - FERS Prev Covind [[]
— Navigator Previous Retirement Coverage: ~ Never Covered -
> Reporting Tools
- Change My Password Annuitant Indicator: [0 @ wot Applicable
— My Personalizations .
iy Sustem Proile Annuity Commencement Date:
— My Dictionary CSRS Frozen Service: 0000 CSRSPrevCovind [] Date CBPO Ret Sch [5
— EmpowHR Documentation
Retirement / Termination Info
Agency Use Field:
=] Save| View WDrkIlsIl 5] Previous in Worklist | 4 Next in Worklist Previous tab Upda(e!Dssu\ayl ] Include History
Data Control | Personal Data | Job | Position | Corr 1| Employment 1 | Employment 2 | Benefit Data
€ Intemnet | Protected Mode: On H100% ~

Step Action
71. Click the Look up Spcl Empl Cd (Alt+5) button.
[«

I EEE—————————————————
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Search:

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[> Set Up HRMS

= Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Look Up Spcl Empl Cd

Special Employee Pay Code: begins with
Description:

Look Up Clear Cancel | Basic | ookup

Search Results

begins with -

189 of €3

Special Employee Pay Code Description

NOT APPLICABLE

SCH STNBY NON EXMPT COVERED FL
ADMIN UNCNTRL OT NON EXMPT FLS
SCH STNBY-AUO-EXMPT-NONEXWMPT F
EMHA COUNTY COMMITTEEMAN
PRESIDENTIAL APPOINTEE

CSRS OFFSET - REEMPLOYED ANNUI
EXPERTS AND COUNSUL TANTS

AUO OTHER THAN LAW ENFRCMENT P
MIXED TOUR (FEHB NOT PRORATED
OTHER EMPS. SPEC APPR/PMB EXC
BLSITSA PT EMPLOYEES WIVARIED
SUPVIMGR EMPS, EXCEED BAND BY
FSIS VETERINARY MEDICAL OFFICE
SCHEDULE C EMPLOYEE
NOAAFIELD PARTIES

ZP DIV CHS SUPYV DIFF 6% NTE RA
SUP/MGR OTR EMPS SPC APR/PMB 3
SUPMGR OTR EMPS SPC APRIPMB 6
ZP SUPIMGR OTR THAN DIV CHS 3%
ZA DIV CHS EXCEED MAX RATE BY
FOREST SERVICE JOB CORPS
PANAMANIAN NATIONALS

FS.JOB CORPS MT (FEHB NOT PROR
AVAILABILITY PAY

o1
02
02
04
05
06
o7
08
08
10
ki
12
13
14
15
16
17
18
13
20
23
24
25
26

New Window |

Add to Favorites Sign out

m

€ Internet | Protected Mode: On

H10% -

Step

Action

72.

Click the "Not Applicable".
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Add to Favorites

UpdateiDisplay| /2] Include History

Sign out

m

Workiist
Search:
® ] Living Benefits Living Coverage Amount: FEGLI Coverage Amt:

[+ My Favorites [ FEGLI Court Order
> Employee Self Service
> PAR Processing
I Position Management ALCatCd: 4Hours v AL 45Days [ Earn Leave During Pay Period
[ Payroll Documents
[ HR Reports Leave Ceiling Reason:
[> Payrall Processing
[> Workforce Administration
> Manage Performance
I Non-Employee Processing Foreign Lang %: COLA ANDIOr [Post Diff Code:  None -
[» Workforce Development N
[ Organizational Development Allowance %: Quarters Deduction Code: hd
3 (E}:l;];))uwHRSetup Tables Spcl Empl Cd W @ NOTAPPLICABLE Quarters Deduction Amount:
[ EmpowHR User Security Wage Board Shift Rate Var:

(HD)
[ Set Up HRMS
> Worklist Retirement Plan: [Ta

— Workl

rklist Details FERS Coverage: - FERS Prev Covind [[]

— Navigator Previous Retirement Coverage: ~ Mever Covered -
> Reporting Tools
- Change My Password Annuitant Indicator: [0 @ wot Applicable
— My Personalizations .
Uy Sustem Proile Annuity Commencement Date:
— My Dictionary CSRS Frozen Service: 0000 CSRSPrevCovind [] Date CBPO Ret Sch [5
— EmpowHR Documentation

Retirement / Termination Info
Agency Use Field:
5] Save| View WDrkIlsIl 5] Previous in Worklist | 4 Next in Worklist Previous tab
[=2]
Data Control | Personal Data | Job | Position | Corr 1| Employment 1 | Employment 2 | Benefit Data
& Internet | Protected Mode: On

H100% -

Step Action

73.
value e.g. "4".

Enter the desired information into the Retirement Plan field. Enter a valid

74. Press [Tab].

75. Click the Save button.
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Hom: Workist
Search: 9 4-Eligible - Pending Saved -
)] -Court Ordered-Enrolled
[> My Favorites -Court Ordered-Eligible Pend
[: Employee Self Senvice _Court Ordered-Self to Family
> PAR Processing Ca led
[ Position Management ncel
[> Payroll Documents [T Transmit Blanks to NFC but Retain value in EMPOWHR
[» HR Reports FEHB Date: 5]
[> Payrall Processing I
[> Workforce Administration
> Manage Performance
I Non-Employee Processing
[> Workforce Development TSP Eligibility INELIGIBLE TO PARTICIPATE IN TSP hd
[> Organizational Development
[: EmpowHR Setup Tables [Z] Transmi i i QE TSP Eliibility Codes
(HD) -
b B R e Windows Internet Explorer ==
(HD)
[ Set Up HRMS
VWurk\:)sl FEGLI Cod 4 PAR Action(s) Successfully Saved for Emplic: 181045 (99999,999)
Post 65 @ =
[ Living
Mavigator
I Reporting Tools [FIFEGU
— Change My Password
— My Personalizations
— My System Profile \ - = = X
L5 = AlLCatCd: 4Hours AL 45 Days Earn Leave During Pay Period
— EmpowHR Documentation Leave Ceiling Reason:
Foreign Lang %: COLA AND/OF IPost Diff Code:  None -
Allowance %: ‘Quarters Deduction Code: hd
SpclEmpiCd  [00 @ NOT APPLICABLE Quarters Deduction Amount:
‘Wage Board Shift Rate Var:
Retirement Plan: |4_Q None
FERS Coverage: - FERS PrevCovind [[]
Done &) Intemet | Protected Mode: On H100% ~

Step Action

76. Click the OK button.

77. Click the OK button.
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Workiist Add to Favorites Sign out

Search: @ 4-Eligible - Pending -
(D] » 6-Court Ordered-Enrolled

[+ My Favorites 7 7-Court Ordered-Eligible Pend
© Employee Self Senvice (© 8-Court Ordered-Self to Family
> PAR Processing A5 led
[ Position Management - ancel
[ Payroll Documents [7] Transmit Blanks to NFC but Retain value in EMPOWHR
I HR Reports FEHB Date: ]
[> Payrall Processing b
[> Workforce Administration
> Manage Performance
I Non-Employee Processing
[> Workforce Development TSP Eligibility INELIGIBLE TO PARTICIPATE IN TSP hd
[> Organizational Development
[» EmpowHR Setup Tables [] Transmit Blanks to NFC but Retain value in EMPOWHR Explanation of TSP Eligibility Codes

(HD)
[» EmpowHR User Security

(HD)
> Set Up HRMS FEGLI Code: B0 Waived
= Worklist ,_Q

— Workl Post 65 Basic Life Reduction: Q =

’_'57%3"5 [] Living Benefits  Living Coverage Amount: FEGLI Coverage Amt:

— Navigator
1> Reporting Tools ["JFEGLI Court Order
— Change My Password
— My Personalizations
— My System Profile X - .
_ My Dictiona AlLCatCd: 4Hours AL 45Days [ Earn Leave During Pay Period
— EmpowHR Documentation Leave Ceiling Reason:

Foreign Lang %: COLA AND/OF IPost Diff Code: Mone -
Allowance %: Quarters Deduction Code: hd

Quarters Deduction Amount:
‘Wage Board Shift Rate Var:

SpclEmpiCd  [00 @ NOTAPPLICABLE

Retirement Plan: ’TQ None
FERS Coverage: - FERS PrevCovind [[] |
B - € Internet | Protected Mode: On #100% ~
Step Action
78. Click the Sign out link.
| Sign out
79. This completes the Hire Processor workflow.
End of Procedure.

Lesson 2: ESC Bonus Workflow

Initiating a Bonus

This topic demonstrates initiating a bonus in workflow.
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USDA Unitad Stalas Department of Agriculturs
’-‘——“— National Finance Center

WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthaorized
access or use of this computer system may subject violators to criminal, civil, andfor administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING

User ID: LF178699

Password:

SignIn

Did vou forget vour password?

| Brivacy Policy | Non-Di

Statsment | USA.qov | White House

€ Internet | Protected Mode: On #100% ~

Step Action

1. Enter the desired information into the Password: field. Enter a valid value
e.g. "BLUEBIRD98".

2. Click the Sign In button.
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E’?’ﬁl’_ﬁ]:)'[t Home Worklist Add to Favories Sign out
Menu =
Search:

®

[+ My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

> HR Reports

[ Payroll Processing

[ Workforce Administration

(- Manage Performance

- Non-Employee Processing
[ Workforce Development

[ Organizational Development
[ EmpowHR Setup Tables (HD)
> EmpowHR User Security (HD)
[> Set Up HRMS

[- Waorklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Done 3 @ Intemnet | Protected Mode: On #100% ~

Step Action
3. Click the PAR Processing link.
[ PAR Processing

4. Click the HR Processing link.

I EEE—————————————————
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BT

Search:

®

I My Favorites HR Processing USF
[ Employee Self Senice
I~ PAR Processing

— Hire Emplovee

Find an Existing Value

Worklist

Enter any information you have and click Search. Leave fields blank for a list of all values

— Update Reports Ta
— Mass Reports to Update

— Address Processing EmplID: begins with ~
— Adjudication Information _
Adjudication Information Empl Red Nbr: - -

— Update Applied Action Hame: begins with «
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions Sub-Agency: begins with ~
— Deparimental Transfer
— Employee Security
Clearance

[» Position Management

[ Payroll Documents

[» HR Reports

[ Payroll Processing

[ Workforce Administration

[> Manage Performance

> Non-Employee Processing

> Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD}

[- EmpowHR User Security
(HD)

[ Set Up HRMS

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Last Name: begins with «

‘Social Security Number. =

[Tinclude History | Correct History [~| Case Sensitive

Search | Clear |Bas|c Search [E Save Search Criteria

New Window |

Add to Favorites Sign out

Done

&3 @ Intemnet | Protected Mode: On

H100% -

Step Action

5. Click the Search button.

6. Click the Scroll Bar.

7. Click the EMPLOYEE NAME link.
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e TRy

Worklist Add to Favorites Sign out

Search: New Window | Customize Page | /&

®

{ DataControl ' PersonalData Job | Position | Compensation } 1y t2 | BenefitData |,

> My Favorites
> Employee Self Service

EMPLOYEE NAME

I PAR Processing EmplD: 178670 Empl Red Nbr: 0
— Hire Emplovee
— Update Reporis Te Data Control
— Mass Reporis to Update .
— Address Processing Effective Date: |V5/U5/20UC Proposed Effective Date:

— Adjudication Information

E

Effective Seq || Transaction Status | APPlied

— Update Applied Action Auth Date - 2008 Contact Emplid:
— Correct Applied Action - f—
— Cancel Applied Action ~Action: - PAR Status: S Processed by Human Resources
— Create New Oprid . . [ Federal
— Emplovee Password Resel| Reason Code: |C Agency Type
— Mass Actions
— Departmental Transfer NOA Code:
— Employee Security ' o e
Clearance Authority (1): |- —
[ Position Management .
[> Payroll Documents Authority (2):

[: HR Reports NTE Date: PAR Request #

[ Payroll Processing

[ Workforce Administration M‘ PAR Remarks  Award Data  Tracking Data Justification

[> Manage Performance

[ Non-Employee Processing Print SF-50 |

[> Workforce D

[> Organizational Development

[ EmpowHR Setup Tables
(HD}

[- EmpowHR User Security

Dé’lﬂ’,p HRIS 2 Savel L\ Return to Searchl +[ Previous in Lstl 4E] Nextin Lstl Previous ta Nexttahl Upda

. Data Control | Personal Data | Job | Bositen | Con 1| Emplovment 1 | Emplovment 2 | Beneft Data

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

GPPA Website

cipty | A noide History |

[ 1 ] r

Done € Internet | Protected Mode: On H100% -

Step Action
8. Click the Add a new row at row 1 (Alt+7) button.

9. Enter the desired information into the Effective Date field. Enter a valid
value e.g. "01042009".

10. Press [Tab].

11. Click the Look up Action (Alt+5) button.
[&]
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Search:

> My Favorites

> Employee Self Service
I~ PAR Processing
— Hire Emplovee
— Update Reports To
— Mass Reports to Update
 Adtrass Processin Look Up | Clear | Cancel |Basm Lookup
— Adjudication Information

- Update Applied Action

- Correct Applied Action

— Cancel Applied Action

— Create New Oprid

— Emplovee Password Resel|

[> Payroll Documents

Look Up Action

Action: begins with

Search Results

Federal Intl Assignment Completion

— Mass Actions Federal ASG  Intl Assignment
— Deparimental Transfer Federal AWD Award
— Employee Security Federal BNP  Beginning of the Notice Period
Clearance Federal BON Bonus
[» Position Management Federal CAM CAMS Onl

Federal COM Completion

[ HR Reports

3 F‘ayml\‘:‘-‘mcessmg S R

[: Workforce Administration Federal DEM Change to Lower Grade

[> Manage Perfarmance Federal DET Detail

> Non-Employee Processing Federal DTA Data Change

[> Workforce Development Federal EDT End of Detail

[> Organizational Development Federal EXT Extension of NTE Date

[- EmpowHR Setup Tables Federal HIR  Hirs

b (El:r?p)cwHR User Security Federal LOA Leave without Pay
(HD} Federal LOF  Furlough

> Set Up HRMS Federal MSC Miscellaneous

[> Worklist Federal MAM  Mame Chqfrom

[ Reporting Tools Federal NFC NFC Action

e e Federal PAY PayRate Change

—_— Federal POS Position Change

C %v—mw Federal PRO  Promation

- EmpowHR Documentation Eederal PSF  Change of Pay System

Eederal REH Rehire
Eederal BES Resignation
Eederal BET Refirement

Add to Favorites Sign out

New Window |

m

javascript: submitAction_win0{document.wind, ZICRows);

€ Internet | Protected Mode: On #100% ~

Step

Action

12.

Click the BON link.

[Federal BOM Bonus
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/Add to Favorites Sign out
Search: New Window | Customize Page | /&,
iy Esvoriies { DataControl ' PersonalData Job | Position | Compensation } 1y t2 | BenefitData |,
> Employee Self Service
I PAR Processing EMPLOYEE NAME EmplD: 173670 Empl Red Nbr: 0
-~ Hire Emplovee

— Update Reports Ta

— Mass Reporis to Update
_ address Processing Effective Date: 0110412009 Proposed Effective Date: 0110412000 [¢] Go To Row =

— Adjudication Information Effective Seq 1 Transaction Status InProgress
~ Update Applied Action Auth Date 0172712009 ¥ contact Emplid: Q
— Correct Applied Action ~ v
- Cancel Applied Adion *Action: BONL gonus paRStatus: N initiatea
— Create New Oprid . . Federal -
— Emplovee Password Resel| Reason Code: a Agency Type
— Mass Actions %
— Departmental Transfer NOA Code:
— Employee Security N .
Clearance Authority (1): a
[ Position Management ” . Q
[> Payroll Documents Authority (2):
I HR Reports NTE Date: B paRRequest#
[ Payroll Processing
[ Workforce Administration Print SF-52 PAR Remarks  Award Data  Tracking Data Justification

[> Manage Performance

> Non-Employee Processing p

[> Workforce D

[> Organizational Development

- EmpowHR Setup Tables Asd Arachment]
(HD}

[- EmpowHR User Security
(HD)

I Set Up HRMS B save | L\ Return to Search | +[] Previous in List | 4[] Nextin List |

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

I GPPA Website

Nexttab | Ups | 8 noude vistory |

Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data

[ . ] r

Done € Internet | Protected Mode: On H100% ~

Step Action

13. Click the Look up Reason Code (Alt+5) button.
[&]
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Search:

®

> My Favorites

> Employee Self Service

I~ PAR Processing

— Hire Emplovee

— Update Reports Ta

— Mass Reports to Update
— Address Processing

— Adjudication Information

- Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions
— Deparimental Transfer
— Employee Security
Clearance
[» Position Management
[ Payroll Documents
[» HR Reports
[ Payroll Processing
[ Workforce Administration
[> Manage Performance
> Non-Employee Processing
> Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD}
[- EmpowHR User Security
(HD)
[ Set Up HRMS
[> Worklist
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

— EmpowHR Documentation

Look Up Reason Code

Cancel

Search Results

150f5
Agency Typ Description
Eederal BON FOR Eoreign Language
Eederal BON REC Recruitment
Eederal BON REL Relocation
Eederal BON SEP Separation Incentive
Federal BON STU STUDENT LOAN REPAY

Add to Favorites Sign out

New Window |

=

€ Internet | Protected Mode: On

H10% -

Step Action

14. Click the REC link.

Federal

BoM REC Recruitment
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Search:

> My Favorites
> Employee Self Service
I~ PAR Processing
— Hire Emplovee
— Update Reports Ta
— Mass Reports to Update
— Address Processing
— Adjudication Information

- Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions
— Deparimental Transfer
— Employee Security
Clearance
[» Position Management
[> Payroll Documents
[» HR Reports
[ Payroll Processing
[ Workforce Administration
[> Manage Performance
> Non-Employee Processing

Add to Favorites Sign out

New Window | Customize Page |

{ Data Control ' PersonalData §~  Job

| Position | Compensation |

1y

t2 | BenefitData |,

EMPLOYEE NAME

Effective Date: |01/04/2008
Effective Seq 1
Auth Date

BON Q Bonus

*Reason Code: |REC A Recriitment

[T a

“Action:

NOA Code:

01/27/2009 Contact Emplid:

EmpID: 178670 EmplRcd Nbr: 0

Proposed Effective Date: 01/04/2009 [
Tra
Q

PAR Status:
Agency Type

N @

Federal

Init

Authority (1): |_ Q

Authority (2): &

El

NTE Date:

Print SF-52

[> Workforce D

[> Organizational Development

[ EmpowHR Setup Tables
(HD}

[- EmpowHR User Security
(HD)

[ Set Up HRMS

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

Add Attachment:

& save | L4 Return to Search | +[E Previous in List | 4[] Next in List |

PAR Request#

PAR Remarks ~ Award Data

GPPA Website

Next tab |

Tracking Data

Go To Row

nsaction Status

InProgress

iated

Justification

Ups | 8 moude History |

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

.

] r

Done

€ Internet | Protected Mode: On

F,100%

Step

Action

15.

Click the NOA Code link.
Bl

16.

Click the 815 link.
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Search:

®

> My Favorites
> Employee Self Service
I~ PAR Processing
— Hire Emplovee
— Update Reports Ta
— Mass Reports to Update
— Address Processing
— Adjudication Information

- Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions
— Deparimental Transfer
— Employee Security
Clearance
[» Position Management
[> Payroll Documents
[» HR Reports
[ Payroll Processing
[ Workforce Administration
[> Manage Performance
> Non-Employee Processing
> Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD}
[- EmpowHR User Security
(HD)
[ Set Up HRMS
[> Worklist
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Add to Favorites Sign out

New Window | Customize Page |

{ Data Control ' PersonalData §~  Job

| Position | Compensation |

1y

t2 | BenefitData |,

EMPLOYEE NAME

Effective Date: |01/04/2008

Effective Seq 1 Transaction Status NFC Ready
AuthDate  [01/27/2008 I contact Emplid: Q
*Action: WQ Bonus PAR Status: PRO Q. processed by Human Resources
“Reason Code: lE 2 Recruitment AgencyType ~ Federal v

noaCode:  B18 Recruitment Bonus

Authority (1): |

Authority (2 | @

NTE Date: Bl pARRequest#

Ml PAR Remarks AwardDala  TrackingData  Justification

P GPPA Website

Add Attachment:

& save | L4 Return to Search |

EmpID: 178670 EmplRcd Nbr: 0

Go To Row

Proposed Effective Date: 01/04/2009 [

Next tab | ﬂlncludam;mrﬂ =4

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

] ] »

Done

€ Internet | Protected Mode: On H100% ~

Step Action

17.
[

Click the Look up Authority (1) (Alt+5) button.
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Add to Favorites Sign out

New Window |

Search:

& My Favorites Look Up Authority (1)

> Employee Self Service

I~ PAR Processing . -
 Hire Emplovee Legal Authority Code: begins with

— Update Reports Ta

— Mass Reports to Update

— Address Processing Eookp | gleay | cance] |Basannkup

— Adjudication Information

Search Results

— Update Applied Action 18ofe
- L. i Acti
_ Leqal Authority Code Description - Part 1 Description - Part

— Cancel Applied Action
— Create New Oprid UDK P.L 105-277 (blank)

— Emplovee Password Resel| VPE SUSC 5753 (blank)
— Mass Actions VPO 5 USC 5753(E) (blank)
— Deparimental Transfer VPT AGENCY CITE blank)
— Emplovee Security ZLW AGCY CITE (blank)

Clearance ZVC P.L 107-71 (blank)

[» Position Management

[ Payroll Documents

[» HR Reports

[ Payroll Processing

[ Workforce Administration

[> Manage Performance

> Non-Employee Processing

> Workforce Development

[> Organizational Development

> EmpowHR Setup Tables
(HD}

[- EmpowHR User Security
(HD)

[ Set Up HRMS

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

€ Internet | Protected Mode: On H100% ~

Step Action
18. Click the VPT link.

I EEE—————————————————
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Search:

®

> My Favorites
> Employee Self Service
I~ PAR Processing
— Hire Emplovee
— Update Reports Ta
— Mass Reports to Update
— Address Processing
— Adjudication Information

- Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions
— Deparimental Transfer
— Employee Security
Clearance
[» Position Management
[> Payroll Documents
[» HR Reports
[ Payroll Processing
[ Workforce Administration
[> Manage Performance
> Non-Employee Processing
> Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD}
[- EmpowHR User Security
(HD)
[ Set Up HRMS
[> Worklist
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Add to Favorites Sign out

New Window | Customize Page |

{ Data Control ' PersonalData §~  Job

| Position | Compensation |

1y

t2 | BenefitData |,

EMPLOYEE NAME

Effective Date: |01/04/2008

Effective Seq 1 Transaction Status InProgress
AuthDate  [01/27/2008 I contact Emplid: Q
*Action: BON Q4 gonus PAR Status: N QU nitiated
“Reason Code: [REC & Rpecrjitment AgencyType ~ Federal -
NOACode: (815 A Recruitment Bonus
Authority (1) [WPT €4 [AGENCY CITE
Authority (2): &
NTE Date: Bl pARRequest#
Print SF-52 PARRemarks Award Data  TrackingData  Justification
P GPPA Website
Add Attachment
5 Save | (\Returnto Search | +[E Previous in List | 4 Next n List | Nexttab | Upd v| 3 ncude vistery | B2

EmpID: 178670 EmplRcd Nbr: 0

Proposed Effective Date: 01/04/2009 [

Go To Row

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

.

] r

Done

€ Internet | Protected Mode: On

F,100%

Step

Action

19.

Click the Save button.
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Search:

> My Favorites

> Employee Self Service

I~ PAR Processing

— Hire Emplovee

— Update Reports To

— Mass Reports to Update
— Address Processing

— Adjudication Information

- Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions
— Deparimental Transfer
— Employee Security
Clearance
[» Position Management
[ Payroll Documents
[» HR Reports
[ Payroll Processing
[ Workforce Administration
[> Manage Performance
> Non-Employee Processing

Add to Favorites Sign out

Mew Window | Customize Pag Saved

{ Data Control ' PersonalData §~  Job

| Position | Compensation |

1y

t2 | BenefitData |,

EMPLOYEE NAME

Effective Date: |01/04/2008

Effective Seq 1

EmplD: 178670

Proposed Effective Date: 01/04/2009 [:

Empl Red Nbr: - 0

AuthDate  [0112712008 B contact Emplic: Q
Action: BON QU ponus PAR Status: NS nitiated
*Reason Code: =) Al
*| Windows Internet Explorer ==

NOA Code:

Authority (1): This request has been entered into workflow (999999,9999)

Authority (2):

NTE Date:

Print SF-5: OK
ata  Tracking Data 1

Tral

Go To Row

nsaction Status

InProgress

[> Workforce D

[> Organizational Development

[ EmpowHR Setup Tables
(HD}

[- EmpowHR User Security
(HD)

[ Set Up HRMS

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

Add Attachment:

& save | LU Return to Search | +[E Previous in List | 4[] Next in List |

GPPA Website

Next tab |

Ups | 8 noude History |

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

1

] b

Done

€ Internet | Protected Mode: On

H100% -

Step Action

20.

Click the OK button.

21.

Click the OK button.
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Evieow E TR

Search:

> My Favorites

Clearance

[» HR Reports

(HD)
(HD)

[> Worklist

— My Dictionary

> Employee Self Service
I~ PAR Processing
— Hire Emplovee
— Update Reports Ta
— Mass Reports to Update
— Address Processing
— Adjudication Information

- Update Applied Action

— Correct Applied Action

— Cancel Applied Action

— Create New Oprid

— Emplovee Password Resel|
— Mass Actions

— Deparimental Transfer

— Employee Security

[» Position Management
[> Payroll Documents

[ Payroll Processing

[ Workforce Administration

[> Manage Performance

> Non-Employee Processing
> Workforce Development

[> Organizational Development
[ EmpowHR Setup Tables

[- EmpowHR User Security
[ Set Up HRMS

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— EmpowHR Documentation

®

Worklist Add to Favorites Sign out

New Window | Customize Page |

{ Data Control " Personal Data

Job

| Position | Compensation |

1y

t2 | BenefitData |,

EMPLOYEE NAME

Data Control

Effective Date: [01/04/2009
Effective Seq 1

Auth Date
*Action:

EmpID:

178670

Empl Red Nbr:

Proposed Effective Date: 01/04/2009 [

01/27/2009 Contact Emplid:
BON & Bonus

*Reason Code: |REC A Recriitment

FE a

NOA Code:

Recruitment Bonus

Authority {1): |VPT QU |AGENCY CITE

Authority (2): &

El

NTE Date:

Print SF-52

Add Attachment:

ﬁsfwe| LReturnto Searchl [ Previous in Lstl 4] Nextin Lstl Previous tal

PAR Request#

a

PAR Status:
Agency Type

N @

Federal

PAR Remarks ~ Award Data

GPPA Website

(= Next tab |

Go To Row

Transaction Status InProgress
Initiated
Tracking Data Justification

| A ncude sy | B g

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

.

] r

Done

€ Internet | Protected Mode: On

H100% -

Step

Action

22.

Click the Sign out link.

23.

This completes Initiating a Bonus in workflow
End of Procedure.

Approving a Bonus

This topic demonstrates approving a bonus.
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. LUTIONS
\v M HIRE TO RETIRE
L
WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthaorized
access or use of this computer system may subject violators to criminal, civil, andfor administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING

User ID: DD178688]

Password:

Did you forget vour password?

| Brivacy Policy | Non-Discrimination Ststement | USA.gov | White House

€ Internet | Protected Mode: On #100% ~

Step Action

1. Enter the desired information into the Password: field. Enter a valid value
e.g. "BLUEBIRD98".

2. Click the Sign In button.
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Menu
Search:

I ®
[+ My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

> HR Reports

[ Payroll Processing

[ Workforce Administration

(- Manage Performance

- Non-Employee Processing
[ Workforce Development

[ Organizational Development
[ EmpowHR Setup Tables (HD)
> EmpowHR User Security (HD)
[> Set Up HRMS

[- Waorklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

2 =2

Home Worklist

Add to Favorites

Sign out

Done

@ & Internet | Protected Mode: On

H100% -

Step Action

Click the Worklist link.
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Add to Favorites Sign out
Search: New Window | Customize Page | /&,
> My Favorites .
» Employee Self Senice Worklist for DD178686: NAME
> PAR Processing
[ Position Management e . _ -
[ Payroll Documents Work List Filters:
e worctst |
[> Payrall Processing HE
[> Workforce Administration . Proposed s .
| Manage Performance Erom Date From Work ltem Worked By Activity Effective  Org Structure Priority Link
I Non-Emplayee Processing Date
[P LT e BT VICKIABARBER  01/07/2009 PProver GPO HIRE PROCESSOR 0110712009 LP2634004742500000 +|LE.LP.TH)
[> Organizational Development Approved 2009-01-0
[» EmpowHR Setup Tables GPO PAR LP,.LP, LO|
(HD) Linda Fykes 01/14/2009 Initiated to ESC  Z_GPO_PAR_ESC_APPROVER 01/04/2009 LP0803000000000000 ~ 0.2009-01
[» EmpowHR User Security App from Divor:
HD
b (Set \Lp HRUS ErE = LP.LP ALY
Linda Fykes 01/22/2009 Initiated to ESC  Z_GPO_PAR_ESC_APPROVER 10/12/2008 LP1747006974960000 M- |
= Worklist App 2008-10-1§
GPOPAR
- st Details LP, LP, Stef
— Navigator Linda Fykes 01/26/2009 xﬂhalsdm ESC Z_GPO_PAR_ESC_APPROVER 01/04/2008 LP0809000000000000 2009-01-0
> Reporting Tools pp
— Change My Password GPOPAR LP,LP, Sh:
Wy Parsonalizations Linda Fykes 0112612009 Initistedto ESC  Z_GPO_PAR_ESC_APPROVER (01/04/2009 LP002000000000000 ~ Ioeooag)
— My System Profile App I
— My Dictionary GPO PAR LP.LP. JAI
~ EmpowHR Documentation Linda Fykes 01/27/2000 Initiatedto ESC  7_GPO_PAR_ESC_APPROVER 01/04/2009 LP0800000000000000 ~ Sovogil
App ]
LP.LP. 1§
DEBORAH DRUITT 0112712000 e PRONOL pap (R0 ot Applied LP2534004742500000 - | 2000-01-0
MR COM_PRO
% Retresh
< i ] 3
% € Internet | Protected Mode: On H100% ~

Step Action
4, Click the scrollbar.

5. Click the LP, LP, EMPLOYEE NAME, 178670, 0, 2009-01-04, 11, link.

LP. LP NaME 178670, 0
2009-01-04. 11
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Search:

> My Favorites
> Employee Self Service
> PAR Processing
[ Position Management
[ Payroll Documents
[ HR Reports
[> Payrall Processing
[> Workforce Administration
> Manage Performance
I Mon-Employee Processing
[» Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD)
[» EmpowHR User Security
(HD)
[ Set Up HRMS
I Worklist
Wi
orklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

New Window | Customize Page |

Add to Favorites

Sign out

Job

{ Data Control " Personal Data

| Position | Compensation |

1y

t2 | BenefitData |,

EMPLOYEE NAME

Effective Date:
Effective Seq
Auth Date
*Action:
“*Reason Code:
NOA Code:
Authority (1):
Authority (2):

NTE Date:

01/04/2009

EmpID:

1
01/27/2009 Contact Emplid:
BON QL Bonus
REC Q Recruitment
815 Q Recruitment Bonus
WPT Q  AGENCY CITE

Q

Bl pARRequest#

Print SF-52

Add Attachment:

& save | B view WDrkI'Bll 45! Previous in Workiist | [ Next in Worklist

178670

Empl Red Nbr: 0

Proposed Effective Date: 01/04/2009 [:

Q
PARStatus: NI Q
Agency Type Federal
PAR Remarks ~ Award Data
GPPA Website

Previous tal Nmtahl Upuatemsmay| 2 Include History | 57

Go To Row

Transaction Status

Initiated

Tracking Data

InProgress

Justification

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

.

Done

€ Internet | Protected Mode: On

H10% -

Step

Action

=

Click the Look up (Alt+5) button.
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Add to Favorites Sign out

Search:

) New Window |

> My Favorites

I: Employee Self Service Cancel

> PAR Processing

[ Position Management

[ Payroll Documents

I HR Reports Search Results

[> Payrall Processing 1-20f2

e s [Work.in-Progress Status Short Descript

> Manage Performance APE ESCAPP

I Mon-Employee Processing i P —

[» Workforce Development RTE Il RTH

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

st Details

— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

€ Internet | Protected Mode: On #100% ~

Step Action

7. Click the APE link.
[aPE ESC APP
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Search:

> My Favorites

[ HR Reports

(HD)

(HD)
[ Set Up HRMS
I Worklist

— Navigator

— My Dictionary

BT

> Employee Self Service
> PAR Processing

[ Position Management
[ Payroll Documents

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing
[» Workforce Development

[> Organizational Development
[ EmpowHR Setup Tables

[» EmpowHR User Security

ist Details

> Reporting Tools

— Change My Password
— My Personalizations
— My System Profile

— EmpowHR Documentation

®

PAR Tracking Data

Worklist Add to Favorites Sign out

New Window | Customize Page |

EmpliD: 178670 Empl Red#: 0 Employee Name

Effective Date:  01/04/2009 #i " T Status: InProgress

Action: ol Bonus PAR Stalus:  APE  On APP to ESC PRO
Reason Code: REC Recruitment

NOA Code: 815 Recruitment Bonus

Comments:

7Track Seq#

Track Seq# 2 Action Taken 01/27/2009 PAR Status APE UserID DD172686 NAME
1 Action Taken 01/27/2009  PAR Status INI  UserlD LF17g600  NAME
New Efidt Row Inserted: —= EFFDT (2008-01-27 o "2009-01-04), EFFSEQ (11, DEPTID (938087 to ‘938263, -

Comments:

‘2008-01-04°), GVT_WIP_STATUS (5]

GVT_EFFDT ('2008-08-03' to "2008-01-04), GVT_EFFDT_PROPOSED (200
(' N TH_1 CUNK' to VPT),

US_TYPE (COM to

Main Content.

Done

H100% -

& Internet | Protected Mode: On

Action

Enter the desired information into the Comments field. Enter a valid value

e.g. "TEST".

Click the OK button.
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Add to Favoriies Sign out
Search: New Window | Customize Page | /&,
iy Esvoriios { DataControl ' PersonalData {  Job | Position | Compensation } 1y t2 | BenefitData |,

> Employee Self Service
I PAR Processing EMPLOYEE NAME EmpID: 178670 Empl Red Nbr: 0
[ Position Management
[ Payroll Documents

[ HR Reports
I Payroll Processing Effective Date: |01/04/2009 Proposed Effective Date: 01/0412000 [z Go Te Row =
[> Workforce Administration

- InProgress

- Manage Performance Effective Seq 1 Transaction Status
I Non-Employee Processing Auth Date 01/27/2009 Contact Emplid: Q
[» Workforce Development N
> Organizational Development *Action: BON & ponus PAR Status:  APE R OnAPPtoESCPRO
[» EmpowHR Setup Tables 4

(HD) *Reason Code: [REC A Recruitment AgencyType  |Federd Edit PAR Tracking Comments
[» EmpowHR User Security

(HD) NOA Code: 815 Q Recruitment Bonus
[ Set Up HRMS
- Workiist Authority (1):  [VPT @ [AGENCY CITE

- st Details Authority (2): 2

— Navigator NTE Date: Bl pARRequest#
> Reporting Tools
— Change My Password Print SF-52 PAR Remarks AwardData  TrackingData  Justification

— My Personalizations

L Prin i
My System Profile GPPA Website

— My Dictionary
— EmpowHR Documentation
EmpowHR Documentation Add Aftachment
ﬁs;wel B View WDrkI'Bll 3 Previous in Worklist | 4[] Next in Workiist Previous tal Nmtanl Updatemsmayl J] Include History | [
Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data
[ i ] r
Done € Intemet | Protected Mode: On H100% ~

Step Action
10. Click the Save button.
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Search:

®

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[> EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Add to Favorites Sign out

Mew Window | Customize Pag Saved

{ Data Control ' PersonalData §~  Job

| Position | Compensation | 1y

t2 | BenefitData |,

EMPLOYEE NAME

Effective Date: |01/04/2008

EmpID:

178670 Empl Red Nbr: 0

Go To Row

Proposed Effective Date: 01/04/2009 [:

Effective Seq Transaction Status | InProgress
AuthDate  [0112712008 B contact Emplic: Q
*Action: BON A gonus PAR Status:  *PE 2 onAPP1oESC PRO
*Reason Code: LEage al
| wi 3 Edit PAR Tracking Comments
Windows Internet Explorer g Edit PAR Tracking Comments

NOA Code:

Authority (1):

Authority (2):

NTE Date:
Print SF-5:

This request has been entered into workflow (399999,9999)

ata

Tracking Data Justification

Add Attachment:

=] Savel B view WDrkI'Bll 45! Previous in Workiist | [ Next in Worklist Previous tal

GPPA Website

Nmtahl Upuatemsmay| 2 Include History | 57

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

] ] »

Done

€ Internet | Protected Mode: On #100% ~

Step

Action

11.

Click the OK button.

12.

Click the OK button.
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Home Worklist Add to Favorites Sign out

Search: New Window | Customize Page | /&

®

{ DataControl ' PersonalData Job |~ Position | Compensation } 1y t2 | BenefitData |,

> My Favorites

> Employee Self Service
-~ PAR Processing EMPLOYEE NAME EmplD: 178670 Empl Red Nbr: 0
— Hire Emplovee

— Update Reports Ta

—Mass Reporis io Lpdate [

_MlessRenara o Uy ;aw Effective Date: 0110412009 Proposed Effective Date: 011042008 [ GoTo Row

— Adjudication Information Effective Seq 1 Transaction Status InProgress

— Update Applied Action Auth Date 0112712009 [0 contact Emplid: Q
— Correct Applied Action B
- Cancel Applied Adion *Action: BON Q. gonus PAR Status:  *PE 2 onAPP10ESC PRO
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions
— Departmental Transfer NOACode: 815 A Recruitment Bonus
— Employee Security N .

Clearance Authority (1):  VPT Q. AGENCY CITE

[> Position Management it . Q
[> Payroll Documents Authority (2):

I HR Reports NTE Date: Bl pARRequest#

“Reason Code: REC O Recruitment AgencyType | Federal

[ Payroll Processing

[ Workforce Administration M‘ PAR Remarks  Award Data  Tracking Data Justification
[> Manage Performance
> Non-Employee Processing p

I GPPA Website

[ Workforce D

[> Organizational Development

I EmpowHR Setup Tables 20 Atachment|

(HD}

[- EmpowHR User Security

Dg:?&pHRMS ﬁs;wel QRemmmSeamnl Previous ta Next tab JE UpdateiDis | ﬂlncludaH'eryl =4

,'ig;;';‘:ﬁ‘ng Tools Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

< . ] r

javascript:saveWaming( TargetContent’ null, _top’,'https://199.136.5.12/psp/USDAIMP/EMPLOYE @ Intemnet | Protected Mode: On H100% ~
Step Action
13. Click the Sign out link.
14. This completes Approving a Bonus.

End of Procedure.

Processing a Bonus

This topic demonstrates processing a bonus.
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-

WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for

official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthaorized
access or use of this computer system may subject violators to criminal, civil, andfor administrative action. All

information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING
UserID: SC178693
Password:
Did you forget your password?
- | Brivacy Policy | Non-Disarimination Statement | USA.qov | White House

7cmd=login&languageCd=ENG

€ Internet | Protected Mode: On

H100% -

Step

Action

1.

Click the Sign In button.

137|Page




EvrowHR Training Guide

SOLUFIONS
FRIEN EEAL TO KATIRS

Hom: Worl Add to Fan Sign out

Menu
Search:

[+ My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

> HR Reports

[ Payroll Processing

[ Workforce Administration

(- Manage Performance

- Non-Employee Processing
[ Workforce Development

[ Organizational Development
[ EmpowHR Setup Tables (HD)
> EmpowHR User Security (HD)
[> Set Up HRMS

[- Waorklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

€ Internet | Protected Mode: On #100% ~

Done

Step Action
2. Click the Worklist link.

I EEE—————————————————
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Eaecw bl R) Home Workiist Add to Favorites Sign out

Search:

> My Favorites

[ HR Reports

(HD)

(HD)
[> Set Up HRMS
I~ Worklist

[> Employee Self Service
> PAR Processing

[> Position M: it I -
‘osition Managemen Work List Filters: I, -~

[ Payroll Documents

[> Payrall Processing HEE

1> Workforce Administration Proposed
| Manage Performance Erom Date From Work ltem Worked By Activity Effective  Org Structure Priority LinK
I Non-Emplayee Processing Date
[» Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables

> EmpowHR User Security DEBORAH DRUITT 0112712009 APPrOvVer GPOPAR ESC PROCESSOR  01/04/2009 LP0B00000000000000 -

— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation =)

New Window | Customize Page |

Worklist for SC178693: SANDRA T CHAMBERS

Approver

ANDERSON CONSTANCE
B Approved

EF

01/14/2009 GPOPAR ESC PROCESSOR 01/04/2009 LP0OB03000000000000 -

2R E
EFE

Approved

< (0 J 3

Done

& Internet | Protected Mode: On #100% -

Step

Action

Click the scrollbar.

Click the LP, LP, EMPLOYEE NAME, 178670, 0, 2009-01-04, 11,

Recruitment link.

LP LP EMPLOYEE MAME 1786700
2009-01-04. 11, Recruitment
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Add to Favoriies Sign out
Search: New Window | Customize Page | /&,
iy Esvoriios { DataControl ' PersonalData Job | Position | Compensation } 1y t2 | BenefitData |,

> Employee Self Service
[ PAR Processing EMPLOYEE NAME EmpID: 178670 Empl Red Nbr: 0
[ Position Management
[ Payroll Documents

[ HR Reports py———
> Payroll Processing Effective Date: [P1/0412009 Proposed Effective Date: 0110412000 [£] ml =
[ Workforce Administration 5 InProgress
- Manage Performance Effective Seq 1 Transaction Status
I Non-Employee Processing Auth Date 01/27/2009 Contact Emplid: Q
[» Workforce Development
> Organizational Development *Action: BON & ponys PAR Status:  APE R OnAPPtoESCPRO
[» EmpowHR Setup Tables Federal
{HD) *Reason Code: REC QU mecryitment Agency Type i
[» EmpowHR User Security
(HD) NOA Code: 815 Q Recruitment Bonus
[ Set Up HRMS
= Worklist Authority (1): VPT QU AGENCY CITE
Authority (2): Q
NTE Date: Bl pARRequest#
> Reporting Tools
— Change My Password Print SF-52 PAR Remarks AwardData  TrackingData  Justification

— My Personalizations

L Prin i
My System Profile GPPA Website

— My Dictionary
— EmpowHR Documentation
EmpowHR Documentation Add Aftachment

& save | [ View Workist | 45! Previous in Workiist

Nmtahl Upuatemsmay| 2 Include History | 57

Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data

[ . ] r

€ Internet | Protected Mode: On H100% ~

Step Action

5. Click the Look up (Alt+5) button.
[&]
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Search:

> My Favorites
I: Employee Self Service Cancel
> PAR Processing
[ Position Management
[ Payroll Documents
I HR Reports Search Results
[> Payrall Processing 1-30f3
[> Workforce Administration
> Manage Performance
I Mon-Employee Processing Can Cancelled
[> Workforce Development BRO Processed
[> Organizational Development REA ESCRTN
[ EmpowHR Setup Tables
(HD)
[» EmpowHR User Security
(HD)
[ Set Up HRMS
= Worklist
— Wi
— Worklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

[Work-in-Progress Status Short Description

Worklist

Add to Favorites

New Window |

Sign out

=

javascript: submitAction_win0{document.wind, ZICRow1);

€ Internet | Protected Mode: On

H100% -

Step Action

6. Click the PRO link.

FRO Processed
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Add to Favoriies Sign out
Search: New Window | Customize Page | /&,
ity Esvoriios { DataControl ' PersonalData {  Job | Position | Compensation } 1y t2 | BenefitData |,

> Employee Self Service
[ PAR Processing EMPLOYEE NAME EmpID: 178670 Empl Red Nbr: 0
[ Position Management
[ Payroll Documents

[ HR Reports
I Payroll Processing Effective Date: |01/04/2009 Proposed Effective Date: 01/0412000 [z Go To Row =
[> Workforce Administration

- InProgress

- Manage Perfarmance Effective Seq 1 Transaction Status
I Mon-Employee Processing Auth Date 01/27/2009 Contact Emplid: Q
[» Workforce Development N
[> Organizational Development “Action: BON & Bonus PAR Status: PRO Q Processed by Human Resources
[» EmpowHR Setup Tables .

(+HD) “Reason Code: [REC A Recryitment AgencyType | Federal
[» EmpowHR User Security

(HD) NOA Code: 815 Q Recruitment Bonus

[ Set Up HRMS
=~ Worklist Authority (1): |VPT QU |AGENCY CITE
Authority (2): &

- st Details
— Navigator NTE Date: B paRRequest#
> Reporting Tools
— Change My Password Print SF-52 PAR Remarks  AwardData  TrackingData  Justification
— My Personalizations
— My System Profile Print SF-50 GPPA Website
— My Dictionary —
— EmpowHR Documentation
EmpowHR Documentation Add Aftachment

& save | [ View Workist | 475! Previous in Workiist

Nmtahl Upuatemsmay| 2 Include History | 57

Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data

[ . ] r

Done € Internet | Protected Mode: On H100% -

Step Action
7. Click the Save button.

142 |Page



EwrowHR

SOLUFIONS
FRIE TR TU PATIRS

Training Guide
Workflow Government Printing Office

Search:

®

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[> EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Add to Favorites Sign out

Mew Window | Customize Pag Saved

{ Data Control {_PersonalData §~  Job

| Position | Compensation |

1y

t2 | BenefitData |,

EMPLOYEE NAME

Effective Date: |01/04/2008
Effective Seq 1
Auth Date

*Action:

BON Q Bonus
—

EmpID:

01/27/2009 Contact Emplid:

178670 Empl Red Nbr: 0

Go To Row

Transaction Status

Proposed Effective Date: 01/04/2009 [:
NFC Ready

a

PAR Status:  PROQ

Leadags

Processed by Human Resources

*Reason =
Windows Internet Explorer

=) o

NOA Code:
Authority (1
Authority (2)
NTE Date:

Print SF:|

PAR Action(s) Successfully Saved for Emplid: 178670 (99999,999)

OK
a

Tracking Data 1

Print SF—ELIZ
Add Attachment:

& save | [ View Workist | 45! Previous in Workiist

GPPA Website

& orkis Previous tal Nmtahl Upuatemsmay| 2 Include History | 57

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

] ] »

Done

€ Internet | Protected Mode: On #100% ~

Action

Click the OK button.

Click the OK button.
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Search:

®

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[» EmpowHR Setup Tables

(HD)
[» EmpowHR User Security
(HD)

[ Set Up HRMS

I Worklist

orkl
st Details

— Navigator

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Worklist Add to Favorites Sign out

New Window | Customize Page |

{ DataControl ' PersonalData {  Job | Position | Compensation }

1y

t2 | BenefitData |,

EMPLOYEE NAME EmplD: 178670 Empl Red Nbr: - 0

Data Control

Effective Date: |01/04/2009
Effective Seq 1

AuthDate  [01/27/2008 I contact Emplid: Q
BON & Bonus

*Reason Code: |REC . Recruitment

NOACode: (815 A Recruitment Bonus
Authority (1):  [WPT CL [AGENCY CITE

Authority (2): Q

NTE Date: E

Print SF-52

Print SF-50
Add Attachment:

Go To Row

Transaction Status

Proposed Effective Date: 01/04/2009 [:
NFC Ready
*Action: PRO @

Federal

PAR Status: Processed by Human Resources

Agency Type

PAR Request#

PAR Remarks  Award Data  Tracking Data Justification

GPPA Website

ﬁsfwe| EV\amekI'ﬁll T@Pre’vinusianrklml JEl e orkis Previous tal Nmtahl Upuatemsmay| 2 Include History | 57

Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data

[ . ] r

€ Internet | Protected Mode: On #100% -

Step Action

10.

Click the Sign out link.

| _Sign out |

11.

This completes Processing a Bonus.
End of Procedure.

Lesson 3: ESC FEGLI Workflow
Initiating a FEGLI

This topic demonstrates initiating a FEGLI in workflow.
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WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthorized
access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING

UserID: LF178699

Password:

Did vou forget vour password?

A v Statement | Privacy Policy | Non-Discriming tion | USA.qov | White House

Action

Enter the desired information into the field. Enter a valid value e.g.
"BLUEBIRD98".

Click the Sign In button.

Click the PAR Processing link.
PAR Processing

Click the HR Processing link.

Enter the desired information into the EMPLID field. Enter "180023".

Click the Search button.

Click the Add a new row at row 1 (Alt+7) graphic.

Enter the desired information into the field. Enter a valid value e.g.
"01042009".

Press [Tab].

10.

Click the Look up Action (Alt+5) graphic.

2]

11.

Click the DTA link.

[ Federal DTA Data Change

145|Page




EveowHR) Training Guide

Step Action

12. Click the Look up Reason Code (Alt+5) graphic.
[&]

13. Click the FEC link.

14. Click the Look up NOA Code (Alt+5) graphic.
[&]

15. Click the FEGLI Change link.

16. Click the Look up Authority (1) (Alt+5) graphic.
[&]

17. Click the 5 U.S.C. CHAPTER 87 link.

18. Click the Benefit Data link.

19. Click the Look up FEGLI Code (Alt+5) graphic.
[&]

20. Click the Basic+A link.
[oo Basic+

21. Click the Scroll Bar.

22. Click the Save button.

23. Click the OK button.

24, Click the OK button.

25. Click the Sign out link.

Sign out |

26. This completes initiating a FEGLI in workflow.

End of Procedure.

Approving a FEGLI

This topic demonstrates approving a FEGLI.
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WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthorized
access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING

User ID: DD178686

Password:

Did vou forget vour password?

A v Statement | Privacy Policy | Non-Discriming tion | USA.qov | White House

Action

Enter the desired information into the field. Enter a valid value e.g.
"BLUEBIRD98".

Click the Sign In button.

Click the Worklist link.
| Workist

Click the Scroll Bar.
| ]

Click the LP, LP, EMPLOYEE NAME , 180023, 0, 2009-01-04, 11, Other
link.

LP_LP_EWMFLOYEE NANE
180023, 0. 2009-01-04, 11. Other

Click the Look up (Alt+5) graphic.
[&

Click the ESC APP link.
[sPE ESC APP |

Enter the desired information into the Main Content field. Enter a valid
value e.g. "TEST".

Click the OK button.

147|Page




EvpowHR Training Guide

Step Action
10. Click the Save button.

11. Click the OK button.

12. Click the OK button.

13. Sign Out.

14. This completes Approving a FEGLI.
End of Procedure.

Processing a FEGLI

This topic demonstrates processing a FEGLI.

USDA Uniled States Department of Agriculture
= National Finance Center \\

—
— A
— y
~

WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthorized
access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING

User ID: SC178693

Password:

Did vou forget vour password?

A v Statement | Privacy Policy | Non-Discrimination | USA.qov | White House
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Step Action
1. Enter the desired information into the field. Enter a valid value e.g.
"BLUEBIRD98".
2. Click the Sign In button.
[sionn ]
3. Click the Worklist link.
| workist |
4. Click the Scroll Bar.
| H
5. Click the LP, LP, EMPLOYEE NAME, 180023, 0, 2009-01-04, 11, FEGLI
Chg link.
LP. LP.EMPLOYEE MAME
2009-01-04, 11, FEGLI Ch
6. Click the Look up (Alt+5) graphic.
[&]
7. Click the Processed link.
FRO Processed
8. Click the Save button.
9. Click the OK button.
10. OK button.
11. Click the Sign out link.
Sign out |
12. This completes Processing a FEGLI.
End of Procedure.

Lesson 4: CON Suspension Workflow

Initiating a Suspension

This topic demonstrates initiating a suspension.
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WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthaorized
access or use of this computer system may subject violators to criminal, civil, andfor administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING
User ID: LF178699
Password:
SignIn
Did you forget your password?
| Erivsey Policy | Non-Di Statsment | USA.qov | White House
Done € Intemet | Protected Mode: On H100% ~

Step Action
1. Click the Sign In button.
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Menu
Search:

®

[+ My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

> HR Reports

[ Payroll Processing

[ Workforce Administration

(- Manage Performance

- Non-Employee Processing
[ Workforce Development

[ Organizational Development
[ EmpowHR Setup Tables (HD)
> EmpowHR User Security (HD)
[> Set Up HRMS

[- Waorklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

2 =2

Sign out

Done

€ Internet | Protected Mode: On

H10% -

Step Action

Click the PAR Processing link.

[ PAR Processing

Click the HR Processing link.
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B D

Worklist Add to Favorites Sign out

Search: New Window |

®
I My Favorites HR Processing USF
- Employee Self Serice Enter any information you have and click Search. Leave fields blank for a list of all values
I~ PAR Processing
— Hire Employee Find an Existing Value
— Update Reports To
— Mass Reporis to Update
- Address Processing EmpilD: begins with - |
— Adjudication Information Empl Red Nbr: _ -

— Update Applied Action Hame: begins with «
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid Social Security Number: =
— Emplovee Password Resel|
— Mass Actions Sub-Agency: begins with ~ Q
— Deparimental Transfer N 5 .
— Emplovee Securit [Tinclude History [ Correct History [*] Case Sensitive
Clearance

[ Position Management Search | Clear | Basic Search [E Save Search Criteria

[ Payroll Documents

[» HR Reports

[ Payroll Processing

[ Workforce Administration

[> Manage Performance

> Non-Employee Processing

> Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD}

[- EmpowHR User Security
(HD)

[ Set Up HRMS

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Last Name: begins with «

Done € Internet | Protected Mode: On H100% ~

Step Action

4, Enter the desired information into the Last Name field. Enter a valid value
e.g. "McKen".

5. Click the Search button.

6. Click the DONNE MCKENZIE link.
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e TRy

Search:

> My Favorites

Clearance

[» HR Reports

(HD)
(HD)

[> Worklist

— My Dictionary

> Employee Self Service
I~ PAR Processing
— Hire Emplovee
— Update Reports Ta
— Mass Reports to Update
— Address Processing
— Adjudication Information

- Update Applied Action

— Correct Applied Action

— Cancel Applied Action

— Create New Oprid

— Emplovee Password Resel|
— Mass Actions

— Deparimental Transfer

— Employee Security

[» Position Management
[ Payroll Documents

[ Payroll Processing

[ Workforce Administration

[> Manage Performance

> Non-Employee Processing
> Workforce Development

[> Organizational Development
[ EmpowHR Setup Tables

[- EmpowHR User Security
[ Set Up HRMS

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— EmpowHR Documentation

®

Worklist

Add to Favorites

New Window | Customize Page |

{ Data Control " Personal Data

Job

| Position | Compensation |

1y

t2 | BenefitData |,

Effective Date:
Effective Seq
Auth Date
*Action:
“*Reason Code:
NOA Code:
Authority (1):
Authority (2):

NTE Date:

Print SF-52
Print SF-50

B Save | \Rsturnto Search | 1[5 Previous

EmpID:

178643

Empl Red Nbr: - 0

Proposed Effective Date: |19/23/2008

Contact Emplid:

Transfer

Reassignment

PAR Request#

Lis | J@Nexhantl & Previous ta

PAR Status:

@
®
o

Agency Type Fec

PAR Remarks ~ Award Data

GPPA Website

(= Next tab |

Tracking Data

Transaction Status

Applied

Processed by Human Resources

Justification

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

1

Done

€ Internet | Protected Mode: On

H100% -

Action

Click the Add a new row at row 1 (Alt+7) button.

Employee Name will appear in this location on all pages.

Enter the desired information into the Effective Date field. Enter a valid

value e.g. "01042009".

10.

Press [Tab].

11.

Click the Look up Action (Alt+5) button.

=
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Add to Favorites Sign out
Search: New Window |
> My Favorites Look Up Action
> Employee Self Service
I~ PAR Processing Action: begins with ~

- Hire Employee :

— Update Reports Ta

— Mass Reports to Update

— Address Processing Eookp | gleay | cance] |Basm Lookup

— Adjudication Information

Search Results
- Update Applied Action 1-28 of 28
- Correct Applied Action
Iransiate Long Name

— Cancel Applied Action FLanslate Long Ham

— Create New Oprid Add Non-Emplovee

— Emplovee Password Resel| Federal ASC  Intl Assignment Comnpletion

— Mass Actions Federal ASG  Intl Assignment L

— Deparimental Transfer Federal AWD Award

— Emplovee Security Federal BNP  Beginning of the Notice Periad

Clearance Federal BON Bonus
[> Position Management Federal CAM CAMS Onl
:; :ggs{?ﬂf&“mww Federal COM Completion
[ Payroll Processing Eederal CTY  For County
> Workforce Administration Federal DEM Change to Lower Grade
[> Manage Perfarmance Federal DET Detail
> Non-Employee Processing Federal DTA Data Change
[> Workforce Development Federal EDT End of Detail
[> Organizational Development Federal EXT Edension of NTE Date
[ EmpowHR Setup Tables Federal HIR Hi

(HD) . .
Federal LOA  Leave without Pay

> EmpowHR User Security Federal LOA  Leave without Pay

(HD) Federal LOF  Furlough
I Set Up HRMS Federal MSC Miscellaneous L4
[ Worklist Federal MAM  Mame Chqfrom
[» Reporting Tools Federal NFC NFC Action
- Change Wy Password Federal PAY PayRate Change
[ pE Federl  POS Position Change
— My Syslem Profile B
_ D\;\::a eIl Eederal PRC Promotion

Federal PSF Change of Pay Svstem

Eederal REH Rehire

Eederal BES Resignation

Eederal BET Refirement o
€ Intemnet | Protected Mode: On H100% ~

Step Action

12. Click the DET link.
[Eederal DET Detail
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Add to Favorites Sign out

Search: New Window | Customize Page | /&

®

{ DataControl ' PersonalData {  Job |~ Position | Compensation } 1y t2 | BenefitData |,

> My Favorites
> Employee Self Service
> PAR Processing EmpID: 178843 Empl Red Nbr: 0
— Hire Emplovee
— Update Reports Ta
— Mass Reports to Update
 Adress Processing Effective Date: 01/04/2008 Proposed Effective Date: 0110412000 [£] m‘
— Adjudication Information Effective Seq 1 Transaction Status InProgress
~ Update Applied Action Auth Date 02/03/2009 ¥ contact Emplid: Q
— Correct Applied Action . =
— Cancel Applied Action "Action: DET|Q
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions
— Deparimental Transfer
— Employee Security
Clearance
[ Position Management ” .
[> Payroll Documents Authority (2):
I HR Reports NTE Date: B paRRequest#

PAR Status: ™ R iniiated
*Reason Code: Q AgencyType  Federal -

NOA Code:

Authority (1):

Lo p

[ Payroll Processing

[ Workforce Administration M‘ PAR Remarks  Award Data  Tracking Data Justification

[> Manage Performance

> Non-Employee Processing p

> Workforce Development

[> Organizational Development [:

> EmpowHR Setup Tables Add Attachment: Main Content
(HD}

[- EmpowHR User Security
(HD)

[ Set Up HRMS ﬁs;we| L\ Return to Searchl +[ Previous in Lis | 4E Nextin Lstl

[> Worklist

> Reporting Tools Data Control | Personal Data | Job | Position | Cor 1| Emplovment 1 | Emplovment 2 | Benefit Data

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

GPPA Website

Nexttab | Ups ¢| 8 noude vistory |

[ . ] r

Done € Internet | Protected Mode: On H100% ~

Step Action

13. Click the Look up Reason Code (Alt+5) button.
[&]
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Add to Favorites Sign out

Search:

® New Window |

> My Favorites
I Employee Self Senvice Look Up Reason Code
I~ PAR Processing
— Hire Emplovee

- Update Reports To _Cancel |
— Mass Reports to Update
— Address Processing

— Adjudication Information Search Results

180of8

- Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid

— Emplovee Password Resel| Federal

Descrip
Less than 120 days
Developmental Assignment
Intergovernmental Personnel Ac
Special Project

Termination of Detail NTE
Work Load

i

— Mass Actions
— Deparimental Transfer
— Employee Security
Clearance

[» Position Management

[ Payroll Documents

[» HR Reports

[ Payroll Processing

[ Workforce Administration

[> Manage Performance

> Non-Employee Processing

> Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD}

[- EmpowHR User Security
(HD)

[ Set Up HRMS

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

m
o
=
IS
(2N

F
M
2
=
&l

ﬂ
7
=
|
(2N
|D
m
_
Im
|0
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&
o
=

F
M
=
=
7

€ Internet | Protected Mode: On %100% ~

Step Action
14. Click the DET link.
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Search:

®

> My Favorites
> Employee Self Service
I~ PAR Processing
— Hire Emplovee
— Update Reports Ta
— Mass Reports to Update
— Address Processing
— Adjudication Information

- Update Applied Action
- Correct Applied Action
— Cancel Applied Action
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions
— Deparimental Transfer
— Employee Security
Clearance
[» Position Management
[> Payroll Documents
[» HR Reports
[ Payroll Processing
[ Workforce Administration
[> Manage Performance
> Non-Employee Processing
> Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD}
[- EmpowHR User Security
(HD)
[ Set Up HRMS
[> Worklist
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Add to Favorites Sign out

New Window | Customize Page |

{ Data Control " Personal Data

Job | Position | Compensation )

1y

t2 | BenefitData |,

Effective Date: 01/04/2008

EmplD: 178643 EmplRcd Nbr: 0

Proposed Effective Date: 01/04/2009 [

Effective Seq
AuthDate 02032008 ) contact Emplid: Q
*Action: DET & PAR Status: NI 2
“Reason Code: TER|CL Termination of Detail NTE AgencyType  Federal
NOA Code: Q
Authority (1): Q
Authority (2): Q
NTE Date: Bl pARRequest#
M‘ PAR Remarks  Award Data
P GPPA Website
_Agd Attachment|
B save | LU Return to Search | +[E] Previous in Lis | 4 Nextin List | Next tab |

Go To Row

Transaction Status InProgress
Initiated
Tracking Data Justification

Ups ¢| 8 noude vistory |

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

.

] b

Done

€ Internet | Protected Mode: On

H100% -

Step Action

15.
[

Click the Look up NOA Code (Alt+5) button.
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Search:

> My Favorites

> Employee Self Service

I~ PAR Processing

— Hire Emplovee

— Update Reports Ta

— Mass Reports to Update
— Address Processing

— Adjudication Information

- Update Applied Action

- Correct Applied Action

— Cancel Applied Action

— Create New Oprid

— Emplovee Password Resel|

— Mass Actions

— Deparimental Transfer

— Employee Security
Clearance

[» Position Management

[ Payroll Documents

[» HR Reports

[ Payroll Processing

[ Workforce Administration

[> Manage Performance

> Non-Employee Processing

> Workforce Development

[> Organizational Development

> EmpowHR Setup Tables
(HD}

[- EmpowHR User Security
(HD)

[ Set Up HRMS

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

Add to Favorites Sign out

New Window |

Look Up NOA Code
Agency Type: Federal
Action: DET

Nature of Action Code: begins with ~

LaokUpl Clear | Cancel |Basnggkup

Search Results
1-30f3

Code Description - Part 1 Descriptiol art 2

DETAIL NTE (blank)
DETAIL NTE blank)
TERMOF DETAIL  (blank)

#,100%

€D Internet | Protected Mode: On

Step Action

16.

Click the 730 link.
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Search:

®

> My Favorites
> Employee Self Service
I~ PAR Processing
— Hire Emplovee
— Update Reports Ta
— Mass Reports to Update
— Address Processing
— Adjudication Information

- Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions
— Deparimental Transfer
— Employee Security
Clearance
[» Position Management
[> Payroll Documents
[» HR Reports
[ Payroll Processing
[ Workforce Administration
[> Manage Performance
> Non-Employee Processing
> Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD}
[- EmpowHR User Security
(HD)
[ Set Up HRMS
[> Worklist
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Add to Favorites Sign out

New Window | Customize Page |

{ Data Control ' PersonalData §~  Job

| Position | Compensation |

1y

t2 | BenefitData |,

EmpID:

Effective Date: |01/0412009
Effective Seq 1
AuthDate  |020032008 [ contact Emplid:

e

*Reason Code: [TER @ Termination of Detail NTE

oo a

*Action:

NOA Code: DETAIL NTE
Autnority(: | @

Authority (2): Q

NTE Date: Bl pARRequest#

Print SF-52

Add Attachment:

B Save | QuRstumto Search | (5] Previous o Lit | 4] Nextin

178643

List |

Empl Red Nbr: -

Proposed Effective Date: 01/04/2009 [:

a

PAR Status:
Agency Type

N @

Federal

PAR Remarks ~ Award Data

GPPA Website

Next tab |

Go To Row

Transaction Status InProgress
Initiated
Tracking Data Justification

Ups ¢ 8 noude vistory |

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

.

] b

Done

€ Internet | Protected Mode: On

H100% -

Step Action

17.
[

Click the Look up Authority (1) (Alt+5) button.
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Add to Favorites Sign out

New Window |

Search:

[ My Favorites Look Up Authority (1)
> Employee Self Service
I~ PAR Processing

— Hire Emplovee

— Update Reports Ta
— Mass Reports to Update

 Adtrass Processin Look Up | Clear | Cancel |Basm Lookup
— Adjudication Information

Legal Authority Code: begins with

Search Results

— Update Applied Action 1of1
- L. i Acti
_ Leqal Authority Code Description - Part 1 Description - Part

— Cancel Applied Action

— Create New Oprid

— Emplovee Password Resel|

— Mass Actions

— Deparimental Transfer

— Employee Security
Clearance

[» Position Management

[ Payroll Documents

[» HR Reports

[ Payroll Processing

[ Workforce Administration

[> Manage Performance

> Non-Employee Processing

> Workforce Development

[> Organizational Development

> EmpowHR Setup Tables
(HD}

[- EmpowHR User Security
(HD)

[ Set Up HRMS

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

REG 334101 (blank)

€ Internet | Protected Mode: On H100% -

Step Action
18. Click the NYM link.
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Search:

®

> My Favorites
> Employee Self Service
I~ PAR Processing
— Hire Emplovee
— Update Reports Ta
— Mass Reports to Update
— Address Processing
— Adjudication Information

- Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions
— Deparimental Transfer
— Employee Security
Clearance
[» Position Management
[> Payroll Documents
[» HR Reports
[ Payroll Processing
[ Workforce Administration
[> Manage Performance
> Non-Employee Processing
> Workforce Development
[> Organizational Development
[ EmpowHR Setup Tables
(HD}
[- EmpowHR User Security
(HD)
[ Set Up HRMS
[> Worklist
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Add to Favorites Sign out

New Window | Customize Page |

{ Data Control ' PersonalData §~  Job

| Position | Compensation |

1y

t2 | BenefitData |,

EmpID:

Effective Date: |01/0412009
Effective Seq 1
AuthDate  |020032008 [ contact Emplid:

e

*Reason Code: [TER @ Termination of Detail NTE

o a

*Action:

NOA Code: DETAIL NTE

Autnority (1): [WYM & [Reg3aaror
Authority (2): Q

NTE Date: Bl pARRequest#

Print SF-52

Add Attachment:

B Save | QuRstumnto Search | (5] Previous o Lit | 4] Nextin

178643

List |

Empl Red Nbr: -

Proposed Effective Date: 01/04/2009 [:

a

PAR Status:
Agency Type

N @

Federal

PAR Remarks ~ Award Data

GPPA Website

Next tab |

Go To Row

Transaction Status InProgress
Initiated
Tracking Data Justification

Ups ¢| 8 noude vistory |

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

1

] Main Content

Done

€ Internet | Protected Mode: On

L 100% -

Step Action

19.

Click the Save button.
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Search:

> My Favorites

> Employee Self Service

I~ PAR Processing

— Hire Emplovee

— Update Reports To

— Mass Reports to Update
— Address Processing

— Adjudication Information

- Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid
— Emplovee Password Resel|
— Mass Actions
— Deparimental Transfer
— Employee Security
Clearance
[» Position Management
[ Payroll Documents
[» HR Reports
[ Payroll Processing
[ Workforce Administration
[> Manage Performance
> Non-Employee Processing

Add to Favorites Sign out

Mew Window | Customize Pag Saved

{ Data Control ' PersonalData §~  Job

| Position | Compensation |

1y

t2 | BenefitData |,

Effective Date: |01/04/2008

Effective Seq 1

EmplD: 178643

Proposed Effective Date: 01/04/2009 [:

Empl Red Nbr: - 0

AuthDate  [02/03/2008 I contact Emplid: Q
*Action: PET & PAR Status: ™ R iniiated
*Reason Code: enderal v
*| Windows Internet Explorer ==

NOA Code:

Authority (1): This request has heen entered into workflow (3999999999

Authority (2):

NTE Date:

Print SF-5 oK
ata  Tracking Data 1

Go To Row

Transaction Status

InProgress

[> Workforce D

[> Organizational Development

[ EmpowHR Setup Tables
(HD}

[- EmpowHR User Security
(HD)

[ Set Up HRMS

[> Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

Add Attachment:

B Save | [\Rsturnto Search | 5 pre

ous in Lis | J@Nexhantl

GPPA Website

Next tab |

Ups | 8 noude istory |

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

1

] b

Done

€ Internet | Protected Mode: On

H10% -

Step Action

20.

Click the OK button.

21.

Click the OK button.
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Search:

> My Favorites

Clearance

[» HR Reports

(HD)
(HD)

[ Set Up HRMS
[> Worklist

— My Dictionary

> Employee Self Service

I~ PAR Processing

— Hire Emplovee

— Update Reports Ta

— Mass Reports to Update
— Address Processing

— Adjudication Information

- Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Create New Oprid

— Emplovee Password Resel|
— Mass Actions

— Deparimental Transfer
— Employee Security

[» Position Management
[> Payroll Documents

[ Payroll Processing

[ Workforce Administration

[> Manage Performance

> Non-Employee Processing
> Workforce Development

[> Organizational Development
[ EmpowHR Setup Tables

[- EmpowHR User Security

> Reporting Tools

— Change My Password
— My Personalizations
— My System Profile

— EmpowHR Documentation

®

Worklist Add to Favorites Sign out

New Window | Customize Page |

{ Data Control " Personal Data

Job | Position | Compensation )

1y

t2 | BenefitData |,

Data Control

Effective Date; |01/04/2009

Effective Seq 1

EmplD: 178643 EmplRcd Nbr: 0

Proposed Effective Date: 01/04/2009 [:

AuthDate  [02/03/2008 [ contact Emplid: Q
*Action: DET & PAR Status: NI 2
Ry Code: [TER @ Agency Type Federal
leason Code: Termination of Detail NTE
NOACode:  |730 @ pera nTE
Authority (1): [NYM C, [Reg 334101
Authority (2): Q
NTE Date: Bl pARRequest#
Print SF-52 PARRemarks  Award Data
Print SF-5 GPPA Website
Agd Attachment
& Save | URsturnto Search | [ Previous n List | 4] Nextin List | =) previous tob | @iNexttab |

Go To Row

Transaction Status InProgress
Initiated
Tracking Data Justification

| A ncudeisory | B g

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

.

] b

Done

€ Internet | Protected Mode: On

H100% -

Step

Action

22.

Click the Sign out link.

23.

This completes Initiating a Suspension.
End of Procedure.

Approving a Suspension

This topic demonstrates approving a suspension.
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USDA  Uniad States Department of Agricutturs

’-‘——“— National Finance Center . L N
S A
— 1 '§,
= LUTIONS
\v M HIRE TO RETIRE
L
WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthaorized
access or use of this computer system may subject violators to criminal, civil, andfor administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING

User ID: EM178675

Password:

Did you forget vour password?

| Brivacy Policy | Non-Discrimination Ststement | USA.gov | White House

Done

€ Internet | Protected Mode: On #100% ~

Step Action

1. Enter the desired information into the Password: field. Enter a valid value
e.g. "BLUEBIRD98".

2. Click the Sign In button.
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AW FARD)

Menu
Search:

I ®
[+ My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

> HR Reports

[ Payroll Processing

[ Workforce Administration

(- Manage Performance

- Non-Employee Processing
[ Workforce Development

[ Organizational Development
[ EmpowHR Setup Tables (HD)
> EmpowHR User Security (HD)
[> Set Up HRMS

[- Waorklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

2 =2

Home Worklist

Add to Favorites

Sign out

Done

€ Internet | Protected Mode: On

H10% -

Step Action

Click the Worklist link.

| workiist |

165|Page




EvrowHR Training Guide

SOLUTIONS
FRIEN EEAL TO KATIRS

Add to Favorites Sign out
Search: New Window | Customize Page | /&,
> My Favorites .
» Employee Self Senice Worklist for EM178675: NAME
> PAR Processing
> Position Management e . _ -
[ Payroll Documents Work List Filters:
i worctst |
[> Payrall Processing HEE
[> Workforce Administration . Proposed s .
| Manage Performance Erom Date From Work ltem Worked By Activity Effective  Org Structure Priority Link
I Non-Employee Processing Date
[» Workforce Development Renmmedio
[> Organizational Development Erica Underdown  01/07/2009 GPO PAR INITIATOR 01/07/2009 LP1542000000000000 -
Initiator
[» EmpowHR Setup Tables
(HD) A Returned to
I» EmpowHR User Security nnie Wright 01/07/2009 Initiator GPO PAR INITIATOR 01/07/2009 LP1542000000000000 -
(1) Rett d i
I SetUp HRUS Erica Underdown 021032008 | \1eC 0 GPO PAR INITIATOR 01/20/2009 LP1745006047000000 -
I Worklist
Returned to
Shirley Garner 01/07/2009 Initiator2 GPO PAR INITIATOR 01/07/2009 LP2634004632200000 -
- st Details
~ Navigator Shirley Gamer 01142009 ReluMedto GPO PAR INITIATOR 12/20/2008 LP0200000000000000 <|LE.LE
I Reporting Tools Initiator2 0. 2008
— Change My Password GPO PAR LP.LP
- Wy Personalizations Linda Fykes 0112712009 Initiatedto CON  Z_GPO_PAR_CON_APPROVER 05/11/2008 LP1304000200000000 M
— My System Profile App il
— My Dictionary GPO PAR
- EmpowHR Documentation Linda Fykes 01/27/2009 Initiatedto CON  Z_GPO_PAR_CON_APPROVER 04/05/2009 LP1800000000000000 - e
App
GPO PAR
Linda Fykes 01/27/2009 Initiated to CON  Z_GPCO_PAR_CON_APPROVER 01/04/2009 LP0100000000000000 -
App
GPOPAR
Linda Fykes 01/27/2009 Initiatedto CON  Z_GPO_PAR_CON_APPROVER 01/04/2009 LF0202000000000000 -
App
GPOPAR LP.LP
Linda Fykes 01/22/2009 Initiated to CON  Z_GPO_PAR_CON_APPROVER 01/04/2009 LP1402000800000000 - m
App
DAL p.Lp
Linda Fykes 01/28/2009 Initiated to CON  Z_GPO_PAR_CON_APPROVER 12/22/2008 LP2634004733340000 v 0.2008 ~
Cnl — 1 ] 3
€ Intemet | Protected Made: On H100% ~

Step Action
4, Click the scrollbar.

5. Click the scrollbar.

6. Click the LP, LP, EMPLOYEE NAME, 178643, 0, 2009-01-04, 11,
Promotion link.

LP. LP Fmployee Name
178643, 0, 2009-01-04, 11
Promotion
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Search:

®

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[» EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

I Worklist

Wi

orklist Details
— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

New Window | Customize Page |

Add to Favorites

Sign out

Job

{ Data Control " Personal Data

| Position | Compensation |

1y

t2 | BenefitData |,

Effective Date:
Effective Seq
Auth Date
*Action:
“*Reason Code:
NOA Code:
Authority (1):
Authority (2):

NTE Date:

01/04/2009

EmpID:

B
02/03/2009 [ Contact Emplid:
DET @

TER Q Termination of Detail NTE

730 A pETAILNTE
NYM C Reg334.101
a

Bl pARRequest#

Print SF-52

Add Attachment:

& save | [ View Workist | 45! Previous in Workiist

178643

Proposed Effective Date: 01/04/2009 [:

Empl Red Nbr: 0

Q
paRStatus: N QA initiatea
Agency Type Federal
PAR Remarks  Award Data  Tracking Data
GPPA Website

Go To Row

Transaction Status

InProgress

Justification

Previous tal Nmtahl Upuatemsmay| 2 Include History | 57

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

.

Done

€ Internet | Protected Mode: On

H10% -

Step

Action

=

Click the Look up (Alt+5) button.
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Add to Favorites Sign out

Search:

) New Window |

=)

> My Favorites

I: Employee Self Service Cancel

> PAR Processing

[ Position Management

[ Payroll Documents

I HR Reports Search Results

[> Payrall Processing 1-20f2

E‘G’:;g;;cg aministration [Work.in-Progress Status Short Descript

I Mon-Employee Processing APC CON APP

[» Workforce Development RAC CON RTN

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[ Set Up HRMS

I Worklist

st Details

— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

€ Internet | Protected Mode: On #100% ~

Step Action

8. Click the APC link.
lapC CON APP
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B TED

Search:

® .
I My Favorites PAR Tracking Data

[» Employee Self Service

Worklist Add to Favorites Sign out

New Window | Customize Page |

7Track5&q# 1 Action Taken 02/03/2009

ist Details

[> PAR Processing EmpliD: 178643 Empl Red#: 0
[ Position Management
[ =] 2nemEE Effective Date: #1 i Status: InProgress
| HR Reports 01/04/2009 " al
[> Payrall Processing Action: DET Detail .
|> Workforce Administrafion ) PAR Status: APC  On Approve to CON Processor
I» Manage Performance Reason Code: TER Termination of Detail MNTE.
I Mon-Employee Processing MOA Code: 730 DETAIL NTE
[» Workforce Development
> Organizational Development | |
I» EmpowHR Setup Tables Track Seq# 2 Action Taken 02/03/2000  PAR Status APC UserlD EMA78675 NAME
(HD) A
[ EmpowHR User Security Comments:
(HD)
[ Set Up HRMS -
= Worklist &
- NAME

PAR Status INI  UserID LF178699

— Navigator
> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— EmpowHR Documentation

Comments: |New Effidt Row Inserted: —= EFFDT (2009-02-03" to "2009-01-04'), EFFSEQ (11'), GVT_EFFDT (2008-09-28"to "2009-01-
), GVT_EFFDT_PROPOSED (2008-09-28" to *2008-01-04), GVT_WIP_STATUS (PRO' to ‘INI'), GVT_STATUS_TYPE !
X T'to iy G

1

" 1o 7.

Done

F,100%

€ Internet | Protected Mode: On

Action

e.g. "TEST".

Enter the desired information into the Comments field. Enter a valid value

Click the OK button.
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Search:

> My Favorites

[ HR Reports

— Navigator

— My Dictionary

> Employee Self Service
[ PAR Processing EmpliD:
[ Position Management
[ Payroll Documents

st Details

> Reporting Tools
— Change My Password Print SF-52
— My Personalizations

— My System Profile Prin

Add to Favorites Sign out

New Window | Customize Page |

{ DataControl ' PersonalData {  Job | Position | Compensation } 1y t2 | BenefitData |,

Effective Seq 1

Authority (2): &

NTE Date: Bl pARRequest#

— EmpowHR Documentation
EmpowHR Documentation Add Aftachment

& save | [ View Workist | 475! Previous in Workiist

178643

I Payroll Processing Effective Date: |01/04/2009 Proposed Effective Date: 01/0412000 [z Go To Row =

[> Workforce Administration
> Manage Performance

I Non-Employee Processing Auth Date 02/03/2009 Contact Emplid:
[» Workforce Development
[> Organizational Development *Action: DET Q
[» EmpowHR Setup Tables
{HD) “Reason Code: [TER U Termination of Detail NTE
[» EmpowHR User Security
(HD) NOACode:  |730 @ peya MTE
[ Set Up HRMS
- Worklist Authority (1): [NYM QL |Reg 334101

Empl Red Nbr:

Transaction Status InProgress
Q
pARStatus:  PPC S On Approve to CON Processor

AgencyType | Federal Edit PAR Tracking Comments

PAR Remarks  Award Data  Tracking Data Justification

GPPA Website

Nmtahl Upuatemsmay| 2 Include History | 57

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

.

] b

Done

€ Internet | Protected Mode: On H100% -

Step

Action

11.

Click the Save button.
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Search:

®

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Non-Employee Processing

[» Workforce Development

[> Organizational Development

[ EmpowHR Setup Tables
(HD)

> EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Add to Favorites Sign out

Mew Window | Customize Pag Saved

{ Data Control ' PersonalData §~  Job

| Position | Compensation |

1y

t2 | BenefitData |,

Effective Date: |01/04/2008

EmpID:

178643 Empl Red Nbr: 0

Go To Row

Proposed Effective Date: 01/04/2009 [:

Effective Seq ! Transaction Status | INProgress
AuthDate 0200312008 B contact Emplic: Q
*Action: lE Q PAR Status: APC O On Approve to CON Processor
*Reason Code: LEage al
| w - Edit PAR Tracking Comments
Windows Internet Explorer g Edit PAR Tracking Comments

NOA Code:

Authority (1):

Authority (2):

NTE Date:
Print SF-5:

This request has been entered into workflow (399999,9999)

ata

Tracking Data Justification

Add Attachment:

& save | [ View Workist | 45! Previous in Workiist

GPPA Website

B orkis Previous tal Nmtahl Upuatemsmay| 2 Include History | 57

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

] ] »

Done

€ Internet | Protected Mode: On #100% ~

Step

Action

12.

Click the OK button.

13.

Click the OK button.
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Evieow E TR

Search:

®

> My Favorites

> Employee Self Service

> PAR Processing

[ Position Management

[ Payroll Documents

[ HR Reports

[> Payrall Processing

[> Workforce Administration

> Manage Performance

I Mon-Employee Processing

[» Workforce Development

[> Organizational Development

[» EmpowHR Setup Tables

(HD)
[» EmpowHR User Security
(HD)

[ Set Up HRMS

= Worklist

— Workl
rklist Details

— Navigator

> Reporting Tools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Documentation

Worklist Add to Favorites Sign out

New Window | Customize Page |

{ Data Control ' PersonalData §~  Job

| Position | Compensation |

1y

t2 | BenefitData |,

EmpID:

Data Control

Effective Date; |01/04/2009
Effective Seq 1

AuthDate  |020032008 [ contact Emplid:
*Action: DET &

*Reason Code: [TER @ Termination of Detail NTE

o a

NOA Code: DETAIL NTE

Authority (1): |NYM QU |Req 334101

Authority (2): &
NTE Date: E

Print SF-52

PAR Request#

Add Attachment:

=] Savel B view WDrkI'Bll 475! Previous in Workiist | JEl e

Proposed Effective Date: 0110412009 [3] Go To Raw =
Transaction Status InProgress
Q
PAR Status:  *PC 2 On Approve to CON Processor
de

AgencyType  |Federd Edit PAR Tracking Comments
PAR Remarks  Award Data  Tracking Data Justification
GPPA Website

Previous tal Nmtanl Updatevnsmayl J] Include History | [

178643 Empl Red Nbr: 0

Data Control | Personal Data | Job | Position | Corr

1| Emplovment 1 | Emplovment 2 | Benefit Data

] ] »

Done

€ Internet | Protected Mode: On H100% -

Step Action
14. Click the Sign out link.
| _Sign out |

15. This topic completes Approving a Suspension.

End of Procedure.

Processing a Suspension

This topic demonstrates processing a suspension.
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- Workflow Government Printing Office

USDA  unitad States Department of Agricuturs

S National Finance Center \\ C
i
—
=

+ EMPO
OLUTIONS

\v FROM HIRE TO RETIRE
o

LN

WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthaorized
access or use of this computer system may subject violators to criminal, civil, andfor administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING

User ID: VT178677]

Password:

Did you forget vour password?

| Brivacy Policy | Non-Discrimination Ststement | USA.gov | White House

€ Internet | Protected Mode: On #100% ~

Step Action

1. Enter the desired information into the field. Enter a valid value e.g.
"BLUEBIRD98".

2. Click the Sign In button.

3. Click the Worklist link.
Warklist ‘

4, Click the Scroll Bar.

S. Click the LP, LP, EMPLOYEE NAME, 178643, 0, 2009-01-04, 11,

Termination o link.
LP, LP. Employee Name
178643 0, 2009-01-04, 11
[Termination of Detail NTE

6. Click the Look up (Alt+5) graphic.
[&

7. Click the PRO link.
FRO Processed

8. Click the Save button.

9, Click the OK button.

173|Page




EveowHR) Training Guide

Step Action

10. Click the 3 link.
11. Click the Save button.
12. Click the OK button.
13. Click the OK button.
14. Click the Sign out link.
|_Sonou |
15. This completes Processing a Suspension.

End of Procedure.
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